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The Policies of the Millville Board of Education are
filed herein. These documents are to be considered
to be copies and they are current. However, the
Official Policy Manual of the Millville Board of
Education is on file with the Superintendent of
Schools. Documents on this compact disk must be
compared to the Official Policy Manual to ensure
accuracy.




Important Notice

The documents filed in the
accompanying file are the property of the
Millville Board of Education and no
unauthorized copies, editing, changing,
altering or deleting of any of the material
contained herein is permitted without the
express written permission of the Millville
Board of Education.

The policies included on the
accompanying file should be considered to
be current, however, before considering any
policy contained on it, verification must be
made by consulting the “Official Copy of the
Millville Board of Education Policy Manual”
on file with the Superintendent of Schools of
the Millville School District.
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The Millville Board of Education has adopted the policies
contained in the accompanying file. The format of the policies is
Adobe Acrobat® and you will need the Adobe Reader® to view
them. If the computer you are using does not currently have the
Adobe Reader® installed on it, you may obtain the appropriate
Adobe Reader, which is available at www.adobe.com. This is a
free download and it takes up very little disk space.

Once loaded, you can view any and all policies of the Millville
Board of Education District Policy Manual. The manual is divided into
8 sections or series. In brief, the content of each series is as
follows:

Series 1000 — Community Relations

Series 2000 — Administration

Series 3000 — Business & Non-instructional Operations
Series 4000 — Instructional & Support Personnel
Series 5000 — Students

Series 6000 — Instructional Program

Series 7000 — Property

Series 9000 — Bylaws of the Board

00000 0 0o

Instructions for Researching Policies

There are 2 “search engines” or “search tools” included on this
CD. The first one is the “Find” or “Search” feature provided by
Adobe. To use it, follow the instructions below:

Open the manual. You will be looking at the Title Page.
Following a graphic, the next page will be the Table of Contents for
the 1000 Series. Scroll through the Table of Contents to find the
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policy you wish to view. At this point, you may scroll through the
pages of that series until you locate the policy you wish to view or
you can find the policy or topic by using the embedded Adobe search
engine, known as “Search” or “Find.”

If you are looking for a policy and you want to see if there is
any reference to remodeling a facility, all you have to do is click on
the “Edit” tab on the tool bar, then click on “Search” or “Find.” A
dialog box will open and you can type in the word “remodeling” in
the window. Then click on the “Search” button and Policy 7110 will
open with the word “remodeling” highlighted. You will then be able
to scroll through all of the policies in which the subject “remodeling”
appears.

The second “search tool” is provided is a topical search tool that
will help you search for a policy based on the topic you are seeking
rather than a particular word. Again, click on the “Edit” tab on the
tool bar, then click on “Find.” In the dialog box, type in a word that
represents a topic you are looking for, such as, “meeting.” When
using this search tool, you must add an exclamation mark (! i.e.,
meeting!) immediately after the topic word — meeting! This will take
you to all policies that deal primarily with meetings.

If you wish to research a topic that may be found in several series,
using these search tools will help you accomplish this task quickly
and efficiently.

The only Official Policy Manual for the Millville School District is on
file with the Superintendent of Schools. Only policies in the Official
Policy Manual should be considered accurate and up-to-date.

Please refer to the Official Policy Manual to assure accuracy.

The Superintendent of Schools is responsible for maintaining the
Official Policy Manual.
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Mission Statement / Vision Statement Policy 0200
Date Adopted: November 3, 2008 | Date Revised: November 2, 2009 | Page 1 of 1

Mission Statement
The mission of the Millville School District, in partnership with the community, is to assure that
each and every student develops the skills, knowledge, and attitudes necessary to succeed in life.

As partners in this mission, we will provide an engaging and challenging curriculum, as reflected
in the NJCCCS as well as a safe and secure teaching and learning environment with an active
commitment to ensure trust, mutual respect, communication, effective collaboration, and good
citizenship.

Vision Statement
To create a world class district involving all stakeholders where every child can learn.

Legal References
NJSA 18A:11-1 General mandatory powers and duties

NJAC 6A:8-3.1 et seq Implementation of the Core Curriculum Content Standards

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)




Millville Board of Education
District Policy Manual

Community Relations Series 1000
Concepts & Roles in Community
Relations: Goals & Objectives Policy 1000

Date Adopted: January 25, 1993 | Date Revised: May 11, 1998, March 19, 2007, April 21, 2008 | Page 1 of 3

The Board of Education believes that school district public relations is not solely an information
program, but encompasses all aspects of the schools’ relationship with the total community.

The Board of Education believes a school-community communications program should:

A. Promote public interest and participation in the operation of the school system;

B. Gather information about public attitudes toward the school system and its programs and
report them to the Superintendent of Schools and the Board;

C. Provide an honest, continuous, comprehensive flow of information about the policies,
procedures, programs, problems and progress of the school system to the community and
the staff;

D. Develop the most effective means of communication with the school system’s public and
use available media as appropriate;

E. Develop programs in the schools that will integrate home, school, and community in

meeting the needs of district pupils;

Develop and maintain the confidence of the community in the school Board and school

staff;

Develop a climate that attracts good teachers and encourages staff to strive for excellence

in the educational program;

Anticipate and forestall problems that are brought about by lack of understanding; and,

Evaluate past procedures in order to make improvements in future communications.

M
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The Superintendent of Schools shall be responsible for developing programs, techniques and
channels for implementing this policy.

Relations with Parents/Guardians

The Board believes that the education of children is a joint responsibility, one it shares with the
parents/guardians of the school community. To insure that the best interests of the child are
served in the process, a strong program of communication between home and school must be
maintained.

The Board feels that it is the parents/guardians who have the ultimate responsibility for their
children’s in-school behavior, including the behavior of pupils who have reached the legal age of
maturity, but are still for practical purposes, under parental authority. During school hours, the
Board, through its designated administrator, acts in loco parentis or in place of the
parents/guardians.

The Board directs that the following activities be implemented to encourage parent-school
cooperation:
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A. Parent-teacher conferences to permit two-way communication between homes and school;
B. Open house activities in the district schools to provide parents/guardians the opportunity to
see the school facilities, meet the faculty and sample the program on a first hand basis.

The school will hold an open house at least once annually;

C. Meetings of staff members and groups of parent/guardians of those students having special
abilities, disabilities, needs or problems;

D. Any meetings required by the State Department of Education to add additional community
for input.

For the benefit of children, the Board believes that parents/guardians have a responsibility to
encourage their child’s career in school by:

A. Supporting the school in requiring that the children observe all school rules and regulations
and by accepting their own responsibilities for children’s willful in-school behavior;

B. Sending children to school with proper attention to their health, personal cleanliness and
dress;

C. Maintaining an active interest in the student’s daily work and making it possible for the
student to complete assigned homework by providing a quiet place and suitable conditions
for study;

D. Reading all communications from the school, and signing and returning them promptly
when required to do so;

E. Cooperating with the school in attending conferences set up for the exchange of
information on the child’s progress in school.

Relations with Other Educational Institutions

It is the policy of the Board of Education that strong lines of communication be maintained by the
district with other districts and institutions that provide programs, training, or services not
available to children residing in this district.

In order to maintain cordial and constructive relationships with other education institutions:

In the case of the regional school district school the Superintendent of Schools shall:

= Cooperate with the professional staff in articulation studies to ensure that pupils of this
district are properly prepared to enter the school of the receiving district;

= Inform pupils in their final year in this district of program options in the receiving district
and counsel them regarding their program choices;

* Provide an orientation program to pupils in their final year in this district to familiarize
them with the facilities, procedures and rules of the receiving district;

= Develop procedures to follow the progress of the pupils of this district during their careers
in the receiving school(s).
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In the case of parochial and private schools, the Superintendent of Schools shall:
= Cooperate fully in the implementation of all state and federal programs administered by
this district that benefit in whole or in part, eligible pupils attending private of parochial
schools.

In the case of institutions of higher education, the Superintendent of Schools shall:
= (Cooperate with state institutions in the placement and evaluation practice for teachers in
accordance with Board policy on student teachers and interns;
= Encourage local colleges to provide graduate level courses for the benefit of district staff
members.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
47:1A-1et seq. Examination and copies of public records ("Open Public Records Act")

NJAC 6A:30-1.4(a)l Evaluation process for the annual review
6A:32-2.1 Definitions
6A:32-12.1 Reporting requirements
6A:32-12.2 School-level planning

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3510, 3542, 3570, 4131/4131.1, 5020, 5131.6, 6010, 6142.1, 6142.2, 6142.13, 6171.1, 6171.3,
6171.4,6300, 7110, 9322, 9323/9324, 9326




Millville Board of Education
District Policy Manual

Community Relations Series 1000
Communicating with the Public Policy 1100
Date Adopted: March 15, 1993 Date Revised: May 11, 1998, March 19, 2007, April 21, 2008, Page 1 of 2

March 9, 2009, May 16, 2011

The Board of Education will keep the community informed of the status of the school
through advertised public meetings, press releases and such other means as may be
appropriate.

The public information program of the Board and the district shall be directed by the
Superintendent of Schools, who shall arrange to keep the public informed regarding the
policies, administrative operations, objectives, and successes or failures of the schools
and shall provide interpretation and explanation of the school’s plans and programs.

The district's budget; its audit; its annual goals and its progress toward achievement
of them; its special education plans; its bilingual/ESL program; pupil progress toward
achievement of the Core Curriculum Content Standards; graduation statistics and any
other information shall be communicated to the public as required by law.

The Board of Education's meetings and records shall be a matter of public information
except as such meetings and records pertain to individual personnel and other classified
matters.

Each year by September 30", the Superintendent of Schools shall oversee the
compilation of a report card of each school in the district that includes all statistical
information specified by the State Department of Education and any additional
information required by federal law. The report card shall be disseminated to staff and
parents/guardians and made available to the media and other interested members of
the school community.

The homepage of each school and the district website will include the grade received
from the Commissioner of Education on the effort of each school and the district to
implement policies and programs consistent with the laws on harassment, intimidation or
bullying. The Superintendent of Schools/designee shall oversee the postings. The grade
shall be posted within 10 days of its receipt. In addition, the district shall provide a link to
the twice-yearly report prepared by the Superintendent of Schools/designee detailing the
number and nature of violence vandalism, and harassment, intimidation or bullying
reports in the schools.
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Avoiding Excessive Expenditures when Communicating with the Public
District publications will be produced and distributed in a cost-efficient manner, for
example:

A. The use of expensive materials or production techniques where lower cost
methods are available, such as the use of multi-color glossy publications instead
of suitable, less expensive alternatives, is prohibited.

B. Distribution of pictures of school Board of Education members is prohibited
within 90 days of any district election.

C. Excessive public relations activities that are not part of the instructional program
are prohibited.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:7E-2 through -5 School report card program
47:1A-1 et seq. Examination and copies of public records ("Open Public Records Act")

NJAC 6A:8-3.1(a)3 Curriculum and instruction
6A:23A-5.2 Public relations and professional services
6A:23-8.1 et seq. Budget Review and Approval
6A:23-8.3 Commissioner to ensure achievement of CCCS
6A:30-1.4(a)1 Evaluation process for the annual review
6A:32-12.1 Reporting Requirements
6A:32-12.2 School-level planning

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
No Child Left Behind Act of 2001

Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.

New Jersey Core Curriculum Content Standards

Possible Cross References
1000/1010, 1120, 2232, 2240, 3570, 6142.6, 6142.10, 6171.1, 6171.3, 6171.4, 6300, 9160
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Every effort shall be made to assist all local communications media to gain complete and adequate
coverage of the programs, problems, planning, and activities of the school system.

General releases of interest to the entire district shall be made available to all media
simultaneously. There shall be no exclusive releases except as media representatives request
information on particular programs, plans, or problems.

The Superintendent of Schools shall bear responsibility for establishing relations with news media,
and providing particular information to each through the means found most suitable.

The Board of Education encourages public presentation of the programs, policies and progress of
the school through press, radio and television. The staff member in charge shall clear all proposed
presentations and/or press releases with the Superintendent of Schools/designee. The staff
member in charge shall also ensure that the parents of pupils who participate in such events are
informed.

The Superintendent of Schools or designee shall devise procedures for optimum benefit from such
presentations.

The Board shall make a periodic review of its relations with the news media.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:10-6 Board meetings public; frequency; hours of commencement; adjournment, etc., for
lack of quorum
18A:11-1General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A-1 et seq. Examination and copies of public records ("Open Public Record Act")

NJAC 6A:30-1.2 Definitions
6A:32-12.1 Reporting requirements
6A:32A-12.2(a)li School-level planning

Possible Cross References
1100, 9020
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Date Adopted: May 11, 1998 | Date Revised: December 17, 2001, March 19, 2007, April 21, 2008 | Page 1 of 1

The Board will determine which of its official actions have sufficient community impact and
interest to warrant special releases; it alone will authorize release to the media of those matters of
importance.

Matters of lesser importance may be released by the Superintendent of Schools or supervisor of
school and community relations as they have been recorded in the minutes of the Board meetings
and upon request of media representatives.

All other publications, releases, photographs and the like depicting the accomplishments of pupils
and staff of the district shall be approved by the Superintendent of Schools and/or designee.
Copies of all releases shall be sent to the designated school and community relations person,
whenever possible, in advance.

The appropriate administrator shall direct an information program designed to acquaint the
citizens of the community and public generally with the achievements and the needs of the
schools. This shall include, generally, news releases and photographs of school activities for
publication, a newsletter and annual report/calendar.

The Superintendent will develop guidelines to be observed in matters of taste, relevance and
observation of individual privacy.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:10-6 Board meetings public; frequency; hours of commencement; adjournment, etc., for
lack of quorum
18A:11-1General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A-1 et seq. Examination and copies of public records ("Open Public Record Act")

NJAC 6A:30-1.2 Definitions
6A:32-12.1 Reporting requirements
6A:32A-12.2(a)li School-level planning

Possible Cross References
1100, 9020
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The Superintendent of Schools/designee shall direct development and review of informational
newsletters and handbooks for parents/guardians, pupils, staff and the general community as
deemed necessary by the Board. The district annual report may be printed for distribution. The
Board Secretary shall make the district audit available to the public as required by law.

Centralized control of district publications shall be designed to ensure that their contents reflect
district-wide policies and regulations accurately. All matters representing the official position of
the district prepared for publication by any of its employees shall be approved by the
Superintendent of Schools prior to release to the public press.

In accordance with law, the Superintendent of Schools/designee shall prepare procedures to ensure
that the district website shall not publish any personally identifiable information about a student
without prior written consent from the student’s parents/guardians. Consent shall be obtained on a
form that shall contain a statement describing the potential dangers of posting personally
identifiable information about students on the Internet.

Legal References
NJSA 18A:11-1General mandatory powers and duties
18A:17-20 Superintendent; general powers and duties
8A:23-1 et seq. audits and Auditors
18A:36-35 School internet web sites; disclosure of certain student information prohibited
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:30-1.4(a)l Evaluation process for the annual review
6A:32-12.1 Reporting requirements
6A:32-12.2 School-level planning

Possible Cross References
1111.1
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Official school publications shall reflect the judgment of the faculty sponsors and student editors.
This entails the obligations to be governed by the standards of responsible journalism such as
avoidance of libel, obscenity, defamation, false statements or material advocating violation of laws
and racial or religious prejudice. The Superintendent of Schools is responsible for the
development of a standard operating procedure in regard to all school publications.

Code of Ethics for School Publications

Administration

1. The Superintendent of Schools is ultimately responsible for all activities taking place
within the school, and thus has final authority over all school publications.

2. As amatter of administrative necessity, the Superintendent of Schools delegates his
authority to the faculty advisor(s) of the publication. It thus becomes the advisor’s
responsibility to ensure that the publications under his or her control adhere to the letter
and spirit of this code. When in doubt about the propriety of any specific article or issue,
he or she is to consult the Superintendent of Schools for final decision.

3. The advisor may, in turn, grant to his or her student editors, the authority to ensure
adherence to this code, although the responsibility still must rest with the advisor.

4. Tt is incumbent upon student editors to understand in full the provisions of this code. They

can assume the editorship only when they have subscribed completely to the principles and
provisions of this code in word and practice. Failure of the editors to follow the principles
and provisions of this code will constitute grounds for dismissal for the publication staff.

Specific Provisions Governing All School Publications

1.
2.

3.

The faculty advisor(s) of publications shall review the code of ethics with all students.
The stories and articles shall not contain any language that is profane, obscene, offensive
or suggestive.

The stories and articles shall not deal with any subject that by its nature would offend the
taste and sensibilities of the community.

No individual student or faculty member may ever be singled out for censure, criticism or
ridicule in a school publication.

. No group of individuals may similarly be identified in print for such censure, criticism or

ridicule in a school publication, although positive suggestions may be made in editorial
columns or letters for the improvement of such organizations.

No religious, racial or national group shall be held up to ridicule by statement or innuendo
in the school publications.

As a matter of courtesy and as a guarantee of accuracy, all news stories concerning a
faculty member should be cleared with that faculty member; and all stories dealing with a
school organization should be cleared with the sponsor of that organization.

No article may covertly or overtly advocate the overthrow of our democratic system of
government.
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Specific Provisions Regarding Special Kinds of Writing

1.

Editorials are always unsigned and as a matter of newspaper tradition, reflect the opinions
of the entire editorial staff, not one individual. They may make constructive suggestions
for improvement, although they should do so in a positive fashion and must not hold up to
ridicule, censure, or criticism any group or individual. The school newspaper should not
indulge in political controversy, or support any one political party.

Columns of opinion (sports opinion, editorial opinion, literacy opinion, etc.) represent the
thinking of one individual; as such, they must always be signed with the proper name of
the student-author. He or she is held personally responsible for such opinions and must
conform in all particulars with the provisions of this code.

Reviews of student performances (in sports, shows, etc.) present special issues and require
special provisions. Sure reviews are opinions, not news, and as such belong in signed
opinion columns. Negative comments can have a deleterious effect on team or group
achievement. In view of these considerations, no individual may ever be singled out for
condemnation or criticism of such reviews.

Letters to the editor — student letters to the editor may be published only after the student
editor has checked their authenticity and only when they are signed by the senders’ name,
and conform in full to the provisions of this code.

Legal References

NJSA 18A:11-1General mandatory powers and duties

18A:17-20 Superintendent; general powers and duties
18A:36-35 School internet web sites; disclosure of certain student information prohibited
18A:54-20 Powers of board (county vocational schools)

Possible Cross References

1110, 1111, 1111.2
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It is the intent of this policy to clarify student rights and responsibilities in regard to the
publication and distribution of literature other than official school publications.

The Board of Education recognizes that each student has the right of free speech and free press
under the First Amendment of the United States Constitution.

The Board, in an attempt to guarantee and protect the aforementioned rights of students, as well as
assuring the continual orderly process of the educational program, establishes the following
guidelines for the publication and distribution of newspapers, magazines, petitions, leaflets and
other written materials which are not official school publications. However, such publications
which are nonschool items are not encouraged and are subject to the guidelines below.

Acceptable Materials

Materials not proscribed as “unacceptable” per this policy, unless the Superintendent of Schools is
convinced that the item would materially disrupt class work or involve substantial disorder or the
invasion of rights of others.

Unacceptable Materials

=  “So-called ‘hate’ literature which scurrilously attacks ethnic, religious and racial groups,
other irresponsible publications aimed at creating hostility and violence, hardcore
pornography and similar materials are not suitable for distribution in the schools.” [From a
decision of the Commissioner of Education in Goodman vs. Board of Education, June 18,
1969, p.3]

= Materials that denigrate specific individuals in or out of the school; materials designed for
commercial purposes to advertise a product or service for sale or rent and materials that are
designed to solicit funds, are prohibited unless approved by the Superintendent of Schools.

= “Literature which in any manner and in any part thereof promotes, favors or opposes the
candidacy of any candidate for election at any annual school elections, or the adoption of
any bond issue, proposal, or any questions submitted at any general municipal or school
election...”

[Decision of the New Jersey Commissioner of Education in Goodman vs. Board of Education,
June 18, 1969, p.3]

Special Note
Students who edit, publish, post or distribute printed, handwritten or duplicated material among

fellow students within the school are responsible for the content of such publications. Libel,
obscenity, profanity, personal attacks and encouragement of the violation of laws are prohibited,
as is conduct that interrupts school activities or infringes on the rights of others.
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Identification

All materials submitted for approval must identify the author, editor and publisher.

Approved Materials

Materials must be submitted to the Superintendent of Schools or designee for approval the
previous day or earlier. For materials not readily classifiable or approvable, more than one day but
not more than five (5) schools days should be allowed.

Places of Distribution

Acceptable materials (newspapers, magazines, petitions, leaflets), which have been defined,
judged and approved as such, may be distributed on the schools’ sidewalks in front of main
entrances to the building. In case of bad weather, two pupils only will be permitted in front of the
main lobby. Specific approval to distribute material inside must be obtained from the
Superintendent of Schools on each occasion. Distribution may be by pupils enrolled in the school
in front of which material is being distributed.

Times for Distribution
Distribution of approved literature must be restricted to the following time periods unless a more
definite time is designated by the Superintendent of Schools.

A. Fifteen minutes prior to the beginning of the school day (first class).

B. Fifteen minutes after the school day ends (last class).

Littering
All distributed materials, which are dropped in the immediate area on sidewalks to the street,
inside lobbies and down adjacent corridors must be removed by persons distributing material.

Appeal
Pupils denied approval may appeal to the Superintendent of Schools who, with a student

representative from each class, will review the matter. Should the petition be denied, the
petitioner may still appeal to the Board of Education.

Legal References
NJSA 18A:11-1General mandatory powers and duties
18A:17-20 Superintendent; general powers and duties
18A:36-35 School internet web sites; disclosure of certain student information prohibited
18A:54-20 Powers of board (county vocational schools)

Possible Cross References
1110, 1111, 1111.1
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All rights for radio and television broadcasting of any school-sponsored events of the Millville
Board of Education are the property of the Millville Board of Education. Schools authorities have
both legal and implied obligations that are inherent in the in loco parentis (in the place of the
parent) relationship towards pupils while under the jurisdiction of the Board of Education.

All radio and television broadcasting of athletic games and events sponsored by the Millville
Board of Education shall be prohibited unless arranged and conducted in accordance with official
Board of Education policies.

Arrangements for radio broadcasting of school-sponsored events other than athletic games and
contests, exclusive of regularly scheduled newscasts, shall be prohibited, unless presented to the
administration and in compliance with this policy, each event being considered individually and in
accordance with the authority and responsibility of the Board of Education.

There shall be no advertisement of tobacco, beer or other alcoholic beverages or other offensive
materials or services in connection with any radio or television broadcast of any event originating
in Millville and involving teams or organizations representing the district.

Broadcasts shall be arranged and conducted without cost to the district. Failure by a station to
comply with the terms of this policy and its procedures shall be considered due cause for the
termination of all agreements between the station and the Board of Education.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:10-6 Board meetings public; frequency; hours of commencement; adjournment, etc., for
lack of quorum
18A:11-1General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A-1 et seq. Examination and copies of public records ("Open Public Record Act")

NJAC 6A:30-1.2 Definitions
6A:32-12.1 Reporting requirements
6A:32A-12.2(a)li School-level planning

Possible Cross References
1100, 9020
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Board of Education meetings shall be a primary means of sharing information with
community members and inviting their comments and suggestions. Regular and special
meetings of the Board of Education are open to the public and representatives of the
media except when, by resolution at the public meeting, the Board excludes the public
from those parts of a meeting, which deal with matters held confidential in accordance
with law.

The Board welcomes participation of interested organizations and individuals and will
schedule time as appropriate for the public to speak. The length of time scheduled for
public discussion shall be stated in the agenda, together with any time limit proposed for
individual speakers.

At each public meeting of the Board, the presiding officer shall administer the rules of the
Board for public participation and comments. Where his/her ruling is disputed, it may be
overruled by a majority vote of those Board Members present and voting.

The presiding officer shall be guided by the following rules:

A. Public participation shall be permitted only as indicated on the order of business
or agenda.

B. Each participant must be recognized by the presiding officer and must preface
his/her comments by an announcement of his/her name, address and group
affiliation if appropriate.

C. Each statement made by a participant shall be limited to five minutes duration,
unless permission has been granted in advance of the meeting.

D. No participant may speak more than once on the same topic unless all other who
wish to speak on that topic have been given an opportunity to speak.

E. All statements shall be directed to the presiding officer; no participant may
address or question Board Members individually.

F. The presiding officer may interrupt, warn, or terminate a participant’s statement
when the statement is too lengthy, personally directed, abusive, obscene or
irrelevant.

G. The portion of the meeting during which the participation of the public is invited
shall be limited to thirty minutes unless prior permission has been granted.




Millville Board of Education District Policy Manual

Community Relations Series 1000
Board of Education Meetings Policy 1120
Page 2 of 3

Comments and questions at regular meetings may deal with any topic related to the
Board’s conduct of the schools. Comments at special meetings must be related to the call
of the meeting. Advance announcement of all regular, scheduled special, and specially
called meetings of the Board is made through newspapers.

The following information will be presented at regularly scheduled meetings of the Board
and will be advertised to the public:

A. Discussion of state rules and local procedures for implementation of district goals,
objectives and standards;
Presentation of audit report;
Presentation of budget;
Report on pupil progress, including testing program results;
Annual plans for special education, bilingual/ESL, and basic skills programs;
Graduation and dropout statistics.

mmoaw

Two times each school year between September 1% and January 1* and between January
1°* and June 30", the Board of Education shall hold a public hearing at which the
Superintendent of Schools reports to the Board of Education all acts of violence,
vandalism, and harassment, intimidation, or bullying (HIB) which occurred during the
previous reporting period. The report shall include the number of HIB reports in the
schools, the status of all investigations, the nature of the HIB, and other data required by
law.
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Legal References

NIJSA

NJAC

10:4-6 et seq. Open Public Meetings Act

18A:7C-7 School administrators report on students awarded or denied diplomas
18A:10-6 Board meetings public; frequency; hours of commencement; adjournment,
etc., for lack of quorum

18A:12.21 School Ethics Act

18A:17-46 Act of violence; report by school employee; notice of action taken;
annual report

18A:22-10 Fixing day, etc., for public hearing

18A:22-13 Public hearing; objectives; heard, etc.

18A:23-5 Meeting of board; discussion of report

6A:8-5.2(e) High school diplomas

6A:14-1.1 et seq. Special Education

6A:16-5.1 et seq. School safety plans

6A:16-5.2, 5.3 N.J.A.C. 6A:26 Educational Facilities

6A:26-2.2(a)7 Completion of long range facilities plans

6A:26-9.1(d) Capital reserve accounts

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:30-2.4, -3.1 N.J.A.C. 6A:32-3.2 Requirements for the Code of Ethics for district
board of education members and charter school board of trustee members
6A:32-12.1 Reporting requirements

6A:32-12.2 School-level planning

6A:32-13.1 School attendance

6A:32-13.2 Dropouts

6A:32-14.1 Review of mandated programs and services

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

1100, 2240, 3100, 3570, 3571.2, 5145.4, 6142.2, 6142.6, 6171.1, 6171.3,
6171.4, 9322, 9323/9324, 9326
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The Board believes public meetings for specific purposes held in individual schools can be a
valuable means of gaining community interest.

Principals shall advise the Superintendent of their plans to hold such meetings.

Whenever possible, notices of and reports on these meetings shall be published in school and
district publications.

Legal References
NJSA 18A:11-1General mandatory powers and duties
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The participation of pupils in disseminating public information materials shall be encouraged with
the understanding that:

A. Pupils shall not be exploited for the benefit of any individual, group, or profit-making
organization;

B. Pupils shall participate only in appropriate situations as approved by the Superintendent of

Schools/designee or the Board of Education;

Pupils shall participate in fund raising activities for school activities only;

Pupils shall not be used to distribute partisan materials or information pertaining to a

school election, budget or bond issue, or negotiations.

SRS

Any nonprofit service organization which is based solely within the boundaries of this district and
has no relationship or responsibility to a parent/guardian organization on a regional, county, state,

or national level, that raises its operating budget through donations and provides a service directly

to this community and its children shall be permitted to utilize the schools communication systems
to alert the community to its fund-raising activities.

All publicity or materials to be disseminated by pupils shall be presented to the Superintendent of
Schools or designee for approval prior to distribution.

All surveys, questionnaires or other similar items requiring pupil or parent response shall be
reviewed and approved by the Superintendent of Schools prior to dissemination. The
Superintendent of Schools may inform the Board of Education of any such communications at its
next regular meting.

Legal References
NJSA 18A:36-34 Written approval required prior to acquisition of certain survey information from
students
18A:42-4 Distribution of literature as to candidacy, bond issues, or other public question to be
submitted at election; prohibited
19:34-6 Prohibited actions in polling place on election day, exception for simulated voting
19:34-15 Electioneering within or about polling place; disorderly persons offense

34 CFR 98.1 - Pupil Protection Rights Amendment

Child Evangelism Fellowship of New Jersey. vs. Stafford Township School District, No. 03-
1101 (October 2004)

Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988)

Possible Cross References
1100, 1315, 1322, 4135.16, 4235.16, 5136, 6142.10, 6145.3, 6162.5
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Citizen Volunteers

The Board of Education encourages citizen assistance to school personnel in ways that will
enhance the school program. Volunteers shall be designated by and serve at the discretion of the
Superintendent of Schools or designee. They will be supervised by the appropriate certified
professional staff member to whom they are assigned and under no circumstances will citizen
volunteers provide the direct instruction of pupils.

Citizen volunteers may be invited to act as advisors both as groups and individually in:
A. Clarifying the general ideas and attitudes held by residents about the school;
B. Determining the purposes of courses of study and special services to be provided by
present practices;
C. Offering suggestions on a specific problem or set of closely related problems about which
the Board must make a decision; and/or,
D. Coordinating the delivery of social services to students.

Citizen volunteers carrying out prescribed functions under the supervision of designated
professional staff members shall be covered by the Board’s liability insurance policy.

The Superintendent of Schools shall supervise the development of programs and procedures to
enlist community participation in school events and deliberations. He/she shall keep on file
information on all volunteers and documentation that requirements of law have been fulfilled.

All school volunteers who assist in the school more than 10 hours per week must:
A. Undergo a criminal background check and be fingerprinted at their expense.
B. Provide documentation that a Mantoux test has been administered.

The Board, Superintendent of Schools, and the staff shall give substantial weight to the advice that
they receive from individuals and community groups interested in the school, especially those
individuals and groups that have been invited or created to advise them regarding selected issues.
The Board, Superintendent of Schools, and staff shall use their own best judgment in arriving at
decisions.

The Superintendent of Schools shall report to the public annually on all aspects of community
support of the educational program of the district.

Volunteer Athletic Coaches

The Board of Education recognizes the unique services and skills of volunteer athletic coaches
bring to the district, enrich the athletic program, assist the district’s coaching staff members in the
performance of their duties, and enhancement of the relationship between the school district and
the community. The Board directs a program for the utilization of volunteer athletic coaches.
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The Superintendent of Schools will be responsible for the recruitment and screening of volunteer
athletic coaches and their assignments. The district is not obligated to utilize the proffered
services of a volunteer athletic coach whose abilities or interests do not serve the needs of the
school district as determined by the Superintendent of Schools. Coaching volunteers must be
persons of known character, responsibility, and integrity and must be recommended by the
Superintendent of Schools and approved by the Board of Education prior to assuming any
coaching responsibilities.

The Superintendent of Schools will prepare and promulgate rules of conduct for volunteer athletic
coaches. Each volunteer athletic coach will be given a copy of this policy and the rules of
conduct.

Guidelines for the Service of Volunteer Athletic Coaches
Volunteer athletic coaches:

A. May serve only under the direction and immediate supervision of a head and/or assistant

coach employed by the Board;

B. Must clearly understand their duties and responsibilities and perform no services outside

those duties;

C. Serve only in a support capacity and only head or assistant coaches employed by the Board
are responsible for the supervision and instruction provided to pupils participating in the
athletic program;

Shall respect the individuality, dignity and worth of each pupil;

Must exercise discretion in disclosing any confidential pupil matters the coach becomes
aware of as a result of their volunteer responsibilities;

F. Must consult with the Superintendent of Schools regarding any matters or questions
regarding their duties and responsibilities;

Shall receive no financial remuneration;

May be immediately relieved of their volunteer responsibilities, with or without cause, by
the Superintendent of Schools with such action to be recommended to the Board by the
Superintendent of Schools at the next Board of Education Meeting following the action by
the Superintendent of Schools.

m o
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The Superintendent of Schools shall report annually to the Board on the number of volunteer
coaches serving in the district, the duties performed by volunteer coaches and the number of
volunteer hours served, by school athletic program.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools
NJAC 6A:10A-53 et seq Establishment of School Leadership Council
6A:32-12.1 Reporting requirements
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
Possible Cross References
1000/1010, 1120, 1210, 5020, 6162.4
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The Board of Education appreciates the efforts of concerned citizens who form or belong to
organizations that contribute funds or equipment for district approved pupil extracurricular
activities, or for recognition of pupil achievement.

The Superintendent of Schools shall formulate a procedure for review of the proposed use of such
funds. Proposed equipment must be approved for safety and specification in the same manner in
which district-purchased equipment is reviewed.

The Board encourages active support of and cooperation with community associations by teachers
and other district employees.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools

Possible Cross References
1000/1010, 1100, 1210, 1330, 3280, 4136, 5020, 5136, 6010
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Community and/or parent advisory committees can be particularly useful both in keeping the
Board and administration informed with regard to community opinion and in representing the
community in the study of specific school issues and concerns. The Board shall, when required by
law or when it finds it beneficial, appoint advisory committees to assist in research projects, long-
range studies, program evaluation, and development of policies or educational goals/programs.
Each committee shall be appointed for a specific purpose and time. The Board may dissolve any
Board-appointed committee at its sole discretion.

Such committees shall be representative of the community in relation to the tasks delegated to
them, and may include staff and pupils when appropriate. No appointee shall represent an
organization, geographic area, religious group or any other subdivision of the community in an
official capacity.

Systematic programs shall be set up to draw on what business, labor, and other organizations have
to offer in developing vocational, technical and enrichment programs and in providing pupils with
practical work experience.

The Board shall adopt the committee structure and organization it deems appropriate to the
assignment at hand, except for funded programs where requirements are set by law. The Board is
responsible for approving all members of a committee and the method of their selection in
consultation with the Superintendent of Schools. Staff members shall not constitute a majority of
any general community advisory committee.

Recommendations from the committee shall not reduce the responsibility of the Board, which
shall be free to accept or reject the recommendations as it sees fit. Only the Board has the power
to act. It will be the responsibility of the chairperson to see that the members of the committee are
informed as to the final decision of the Board.

Any publicity concerning the organization, membership, operations, findings or recommendations
of any committee shall be released only by the Board designee.

In district-initiated advisory committees, the Superintendent of Schools shall draft procedures for
instructing committees as to the length of time each member is being asked to serve, the services
the Board wishes them to render, the resources the Board intends to provide, and the approximate
date on which the Board wishes to dissolve the committee. Furthermore, the Committee shall be
instructed as to the relationship it has to the Board, to the individual Board members, to the
Business Administrator/Board Secretary, to the Superintendent of Schools, and to the rest of the
professional staff.
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When the law regulates the formation and activities of an advisory committee, the administration
shall cooperate fully in its activities.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:10-6 Board meetings public; frequency; hours of commencement; adjournment, etc., for

lack of quorum

NJAC 6A:16-4.2(a) Review and availability of policies and procedures for the intervention of
student alcohol or other drug abuse
6A:32-12.1 Reporting requirements

Hawkins - Stafford Elementary and Secondary School Improvement Amendments of 1988
(P.L. 100-297)

34 C.F.R. 200.1 to 200.89 - Part 200

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2240, 6142.1, 6142.12, 6144, 6162.4, 6171.3, 9020, 9130
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The Board of Education recognizes the importance and benefits of the active participation and
cooperation of parent-school organizations. To this end, the following guidelines have been
established for the creation and operation of parent-school organizations:

A. Any organization consisting of parents, school staff and/or friends of the school shall be a
Board-approved voluntary organization.

B. The parent/school organization shall have as its objectives the promotion of student
welfare; the development of close relationships between the home and the school; and the
development between educators and the public of such united efforts as will secure for
every pupil in the community the best kind of educational program possible for his
physical, mental, social and moral development.

C. The parent/school organization may not establish educational policy, participate in the
administration of the school, or authorize management and direction of school affairs.

D. The Superintendent of Schools or another professional staff member designated by the
Superintendent of Schools shall serve as advisor to the parent/school organization.

E. All members of the school’s professional staff shall be encouraged to join the organization
and actively cooperate in its projects and on committees. All professional staff shall be
encouraged to support PTA, PTO and/or PTSA-sponsored activities, as appropriate.

F. Organizations shall not use the district’s name in their titles without the Board’s express

consent. Such permission to use the district’s name does not constitute permission to act

as the district’s representative.

The Board shall make it a practice not to interfere in the internal workings of such groups.

Permission to hold regular meetings of such associations in school facilities will be

extended by the Board of Education for a particular school year in accordance with Policy

1330.

I.  The Board may select one of its members to participate with general parent/teacher
organizations.

J. All banquets fund raising and other activities involving students must be approved by the
appropriate school administration.

K. Formation of these school affiliated parent/community booster clubs is subject to approval
of the Board of Education.

o Q

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools

Possible Cross References
1000/1010, 1100, 1210, 1330, 3280, 4136, 5020, 5136, 6010
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The Board of Education will consider approval of raffles or 50/50's held on school property
providing:
A. The proceeds directly benefit students of Millville Public Schools.
B. The organization sponsoring the raffle shows proof that it has met all applicable state and
local requirements.
C. The raffle is not held during regularly scheduled school hours.
D. Tickets are sold in a central location to which the public are obliged to go to purchase
same. There will be no selling of tickets to persons seated in the stands at outdoors events
or persons in the audience at indoor events.

All such raffles will be held in a centrally-located, designated area of the appropriate school
property.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
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The Board of Education shall not permit a student to sell items door-to-door in programs
sponsored by school-connected organizations unless the student is accompanied by a parent or
guardian. The Board strongly discourages the public from purchasing items from students who
are unaccompanied by a parent or guardian.

Failure to comply with this policy may result in the withdrawal of Board sanctioning of the sales
program and the withholding of this privilege in future years.

It is the responsibility of staff members coordinating such programs to inform parents and students
of this policy and to monitor compliance.

The Superintendent of Schools or his/her designee shall investigate any reports of violations of
this policy and recommend appropriate action to the Board.

This policy shall be communicated with any information concerning any fund-raiser.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
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The Board of Education welcomes and encourages visits to school by parents, Board members,
other adult residents of the community, and interested educators, when appropriate. In order for
the educational program to continue undisturbed when visitors are present, and to prevent the
intrusion of disruptive persons into the schools, the following procedures have been established:

A. All visitors shall be required to report to the school office upon entering the building, and
to sign in and secure a visitor’s pass.

B. A “visitor” is anyone other than a student enrolled in or a staff member employed in the
school. Visitors may not consult with the teaching staff or pupils during class time without
the permission of the Superintendent of Schools or designee.

C. When the parental rights of a parent have been terminated by a court of appropriate
jurisdiction, the legal guardian must inform the school so that the administration may apply
appropriate regulations related to visitations. The Superintendent of Schools shall seek
confirmation of legal custodianship where necessary.

D. Persons may not visit the school during school hours for the purpose of recommending or
exhibiting books, maps, etc. to staff.

E. No visitor shall be allowed to deliver any address, lecture or provide instruction on any
subject unless authorized by the Superintendent of Schools or designee.

F. All visitors to the school must obey no smoking regulations and any other regulations
designed to ensure orderly operating of the school. All persons violating this policy shall
be considered “disorderly persons” and subject to appropriate action.

After Hours Visits to the School

Visitors are not permitted to enter the school building after the school office has closed for the day
or when school is not in session, other than at times when special, after hours events are being
held at the school.

In order to protect pupil, district and staff property, and to ensure pupil safety and anonymity, no
visitor shall be permitted to enter the school building, classrooms or other school rooms unless
accompanied by an authorized district employee.

Employees are not permitted to allow entry to the school building, classrooms or other school
rooms by visitors after hours. Employees who violate this policy shall be subject to disciplinary
action, including termination.

Visitors who violate this policy may be considered to be trespassing and may be subject to
prosecution.
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School Visitation Procedure

1.

[98)

Any person wishing to visit a classroom during the school day must request permission
from the building Principal or designee 24 hours in advance.

The Principal or designee will consult the classroom teacher regarding the convenience of
the proposed visit, and arrange accordingly.

The time limit of visits shall be set by the Prinicpal.

No visitor shall interrupt the presentation of a lesson, talk to the students or distract the
teacher’s attention from the students.

For the safety and security of our students and staff, a visitor must report to the office
before visiting a classroom. It is the duty of every teacher and staff member upon seeing a
stranger in the building to ask if they have been to the office. If the visitor has not, he/she
should be directed to the office and the teacher should notify the office of the presence of
the visitor, immediately.

All bags and vehicles of a visitor are subject to being searched.

Legal References

NJSA 2C:18-3 Unlicensed entry of Structures, defiant trespasser; peering into dwelling places;

defenses

2C:33-2 Disorderly conduct

18A:11-1 General mandatory powers and duties

18A:54-20 Powers of board (county vocational schools) N.J.S.A.
26:3D-55 et seq. New Jersey Smoke-Free Air Act

Possible Cross References

1220, 3327, 3515,4131/4131.1, 5020, 5124, 5125, 5142, 5145.11, 6144, 9010
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The Board subscribes to the fundamental law that all children of school age have a right to attend
public schools and to receive a suitable education.

Therefore, violence, vandalism, seizure of school buildings or any other disruption to the
education process will not be condoned or tolerated.

Any person who is not a member of the school staff or student body and who loiters in or about
the school building or grounds without written permission or who causes disturbances may be
prosecuted according to the law.

Also, unauthorized persons who enter onto school premises or grounds and cause a disruption
shall be prosecuted. Pupils who are guilty of continued and willful disobedience or of open
defiance of the authority of any teachers or person having authority over them, shall be liable to
suspension or expulsion from school.

Any pupil leading or instigating an illegal or unauthorized demonstration or walkout shall be
liable to immediate suspension consistent with due process. Re-entry into the school program
shall be permitted only after satisfactory consultation with the pupil and parents/guardians.

Disturbances at School Events

The Board welcomes the attendance of members of the community at athletic and other public
events held by the school, but the Board also acknowledges its duty to maintain order and preserve
the facilities of the district during the conduct of these events.

The Board holds the legal authority to bar the attendance of any person whose conduct may
constitute a disruption at a school event. In compliance with law, the Board directs that no
alcoholic beverage be consumed at any function on school property and that no betting occurs on
school premises.

Legal References
NJSA 2C:18-3 Unlicensed entry of Structures, defiant trespasser; peering into dwelling places;
defenses
2C:33-2 Disorderly conduct
18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools) N.J.S.A.
26:3D-55 et seq. New Jersey Smoke-Free Air Act

Possible Cross References
1220, 3327, 3515, 4131/4131.1, 5020, 5124, 5125, 5142, 5145.11, 6144, 9010
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The Board of Education, or as authorized, the Superintendent of Schools shall determine the
extent of district participation in activities and functions of civic, charitable and other organization
by approving pupil participation or by appointing official district representatives.

Only officially appointed representatives, whether Board Members or appropriate staff or pupils,
shall be reimbursed for approved expenses.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools) N.J.S.A.
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All professional and non-teaching personnel have an important obligation toward the total school-
community relations program. It should be emphasized that school-community relations are
largely determined by what happens in the classroom. Therefore, the attitudes of the teaching staff
are an integral part of public acceptance.

To this end, the Board of Education expects all district employees to maintain the following
standards:
A. The maintenance of just and courteous professional relationships with pupils,
parents/guardians, citizens and staff members.
B. The maintenance of their own efficiency and keeping abreast of developments in their
fields of work.
The placement of the welfare of the children as the first concern of the school system.
The proper use and protection of all school properties, equipment and materials.
The willing participation in school and community affairs, including membership and
participation in various civic and service organizations and committees.
F. A demonstrated willingness to learn all they can from citizens in the community that will
help them with the education of the children in Millville Public Schools.

mo O

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools) N.J.S.A.
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The Board of Education welcomes inquiries about and constructive criticism of the district’s
programs, equipment, operations and personnel.

Complaints, questions, and suggestions concerning school personnel or the operation of the
schools should follow the established “chain of command” — teacher, supervisor, Superintendent
of Schools, Board of Education.

The Superintendent of Schools shall develop procedures to investigate and solve problems
promptly, and to provide accurate factual information in answer to inquiries. Such procedures
shall conform to state law and applicable negotiated agreements.

Parents and pupils will be informed of the proper avenues to follow in the school.

When a Board member is confronted with an issue, he/she will withhold comment, commitment
and/or opinion and refer the person with the complaint to inquiry to the appropriate authority.

Only in those cases where satisfactory adjustment cannot be made by the Superintendent of
Schools and the staff shall communications and complaints be referred to the Board of Education
for resolution.

All signed complaints shall be acknowledged promptly. No anonymous letters will be considered
by the Board.

In carrying out the policy for the handling of complaints, the following procedures will be used:

A. Neither the Board as a whole, nor any individual Board Member, will entertain or consider
communications or complaints from school employees, parents, students, or other citizens,
but shall refer such communications to the Superintendent of Schools;

B. Complaints and inquiries should be written, in as brief a form as possible and sent to the
Superintendent of Schools;

C. The Superintendent of Schools will make every effort to resolve the problem with the
person(s) immediately involved;

D. When satisfaction has not been received at this level, the Board will accept complaint or
inquiries submitted in writing;

E. Persons requesting a hearing of the Board shall present their complaint or grievance in
written form to the Board Secretary/Business Manager in sufficient detail to permit a full
understanding of the matter. After hearing the evidence submitted by the Superintendent
of Schools, the Board will, if it deems advisable, grant a hearing to the parties interested;




Millville Board of Education District Policy Manual

Community Relations Series 1000
Community Complaints & Inquiries Policy 1312
Page 2 of 2

F. School employees who are employed under a bargaining unit contract shall follow the
provisions of that contract for the filing of complaints or grievances;

G. Decisions regarding complaints and inquiries presented initially to the Board at a public
meeting may be deferred, at the discretion of the Board.

It is hoped that citizens of the community will make every effort to resolve problems involving
teachers or administrators with the personnel involved. The Superintendent of Schools must be
consulted on all matters involving school personnel and the community.

Legal References
NJSA 10:4-6 et seq. Open Public Meetings Act
18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A-1et seq. Examination and copies of public records ("Open Public Records Act")

Possible Cross References
1120, 3570, 4112.6, 4116, 4148, 4212.6, 4248, 5145.6, 6144, 6161.1, 6161.2, 6163.1, 9010,

9020, 9123
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No school employee is to accept any commission of gift from individuals or companies seeking to
sell equipment or materials required in the district’s operations. These operations include the
purchase of materials and supplies for the construction, repair and maintenance of the school
plant; for the conducting of classes; for school organizations, such as club, etc.

This prohibition shall not be construed to prevent vendors from paying reasonable costs of
providing opportunities for school officers and employees to see or hear about new ideas,
equipment and/or materials.

The Board of Education shall consider as always welcome and in most circumstances more
appropriate the writing of letters to staff members expressing gratitude or appreciation.

The acceptance of gifts shall be subject to the provisions of Policy 7230 — Gifts, Grants &
Donations.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

Possible Cross References
7230




Millville Board of Education
District Policy Manual

Community Relations Series 1000
Fund Raising by Outside Organizations Policy 1314
Date Adopted: May 11, 1998 | Date Revised: April 21, 2008 | Pagelofl

The district may cooperate in furthering the work of any non-profit, community wide social
service agency provided such cooperation does not restrict or impair educational programs. As a
matter of policy, the Board expects such activities to be kept to a minimum.

No organization may solicit funds from staff members within the schools, nor may anyone
distribute flyers or other materials related to fund drives through the school, without the approval
of the Superintendent of Schools, nor shall any staff member be made responsible, or assume
responsibility for, the collection of any money or distribution of any fund drive literature without
such activity being approved by the Board on the recommendation of the Superintendent of
Schools.

The Superintendent of Schools shall seek direction from the Board in instances where prior
practice has set no policy as to a particular fund drive.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
52:14-15,(9¢)1 Public Employee Charitable Fundraising Act

Possible Cross References
1314.1, 3453
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Solicitations by Staff

Staff members must refrain from using their positions in the school district for personal gain and
for soliciting support of parents/guardians or pupils in the district for projects or enterprises in
which the staff member is directly or indirectly involved, except as may be approved by the
Superintendent of Schools.

Solicitations of Staff

In the interest of preventing the exploitation of staff, solicitation of staff by whatever source is
prohibited during the school day on school grounds unless approval in writing is obtained from the
Superintendent of Schools.

Solicitation by Pupils

It is the policy of the Board to permit in-school sponsorship of only those solicitations that have
educational value for the pupil and which do not interfere with the educational program. All
activities must have the approval of the Superintendent of Schools.

Solicitations of Pupils

In the interest of preventing the exploitation of pupils, solicitations by outside organizations,
commercial enterprises and individuals are prohibited on school grounds both during and after
school hours.

Outside organizations are not permitted to advertise events or sell products through the schools
or use the children to sell tickets and/or products except those events jointly sponsored with a
school and school-approved parents-teacher activities, and those specifically approved by the
Superintendent of Schools.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
52:14-15,(9¢)1 Public Employee Charitable Fundraising Act

Possible Cross References
1314, 3453
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Posting of Non-School Related Materials
The Millville Board of Education shall permit posting of non-school materials with the approval
of the Superintendent of Schools.

The Board of Education will permit posting of such materials in an area designated for community
information for:

Groups directly related to the schools and the operations of the school,

Organizations indirectly related to the schools;

Departments or agencies of the municipal government;

Other government agencies; and

Community organizations formed for charitable, civic or educational purposes.

moawx>

The Board of Education will permit distribution of materials under the following conditions:

A. No organization may distribute materials to students or staff without prior approval of the
Superintendent of Schools. Superintendent's approval will typically be granted for the
distribution of materials to students from organizations whose members' ages are
comparable to the ages of our students. It is preferred that organizations have national
sponsorship, and the information to be distributed must directly involve/benefit the
students who are to receive it. Organizations approved for distribution are limited to: The
Girls Scouts of America; Little League Baseball, local soccer, etc.

B. Students may not distribute materials to other students that advertise the activities of
outside organizations without the permission of the Principal;

C. Students may not distribute materials, including personal invitations, during class time.

The posting or distribution of non-school related materials shall not be granted for the advantage
of any commercial or profit-making organization, partisan organization, individual, private social
functions or any purpose which is prohibited by law.

The Superintendent of Schools or Board of Education may refuse to grant permission to post or
distribute materials whenever in their judgment there is good reason why permission should be
refused. They shall not be required to give a reason for such refusal.

Authorization for posting or distributing materials shall not be considered as an endorsement of or
approval of the activity, person, group or organization nor the purpose they represent.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:42-4 Distribution of Literature
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Community Service

The Superintendent of Schools shall review and approve or deny all proposals for pupils’
involvements in civic or charitable activities that are to be considered part of school-sponsored
programs. He/she may inform the Board of Education of all such proposals and their disposition.

Pupil Participation in Public Events
The Board of Education recognizes the value to pupils of sharing their talents and skills with the
community through participation and performance in public events.

The Board endorses such performances when:
A. They constitute a learning experience which contributes to the educational program;
B. They do not interfere with other scheduled activities of the schools;
C. The circumstances of the event do not pose a threat to the health, safety and well-being of
the pupils who will be involved.

Public Performances by Pupils
School groups may, with the permission of the Superintendent of Schools, participate in local
public events that may be classified as:
A. Educational events in which the schools serve as hosts;
B. Community functions organized in the interests of the schools;
C. Noncommercial occasions of a community, county, state or national interest of sufficient
breadth to enlist general sympathy and cooperation;

D. Patriotic events, such as Veteran's Day or Memorial Day;

E. Charity benefit activities, provided such activity has been specifically approved in advance
by the Superintendent of Schools;

F. Programs sponsored by established character-building agencies, or programs sponsored

jointly by the school system and mass communications media where the time and space
given to the programs are of a public nature.

School groups may not participate in events that may be classified as:

A. Events that are for the purpose of private gain or primarily for the advertising of any
commercial project or product. A school name, the names of school-sponsored groups or
equipment shall not be exploited in events of a commercial nature;

B. Events that are for the furtherance of any politically partisan interest. In questionable

cases, the matter shall be referred to the Board of Education;

Events that are primarily for the furtherance of any sectarian concern;

Events that cause an undue amount of interference with the regular school program or that
cause an excessive amount of absence due to rehearsal or preparation.

SRS
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The Superintendent of Schools shall ensure that:

A. Parent/guardian permission is sought and received before pupils may participate;

B. No pupil shall be compelled to participate in a public performance or penalized in any way
for failure to do so, except when the performance is tied to an academic requirement of the
course. When an academic requirement applies, an alternative assignment may be
substituted at the discretion of the Principal or his/her designee;

C. No pupil or group of pupils receives compensation for their performance in public in an
organized school activity. Donations may be given to the general school funds by
sponsoring organizations;

D. Sponsoring organizations pay the expenses of transportation when appropriate; and

E. Pupils who participate in public performances make prior arrangements with teachers of
classes to be missed in order to make up their work.

The Superintendent of Schools shall develop regulations for screening requests for performances
and assigning priorities to them.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
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The Superintendent of Schools shall approve participation in extracurricular contests sponsored by
organizations outside the schools, as long as participation does not interfere with the instructional
program. When such contests involve promotional aid, school time, or faculty assistance to pupils
in essay writing, poster making, or other activities, the Superintendent of Schools shall determine
whether the experiences are closely enough allied to and in support of the instructional work of the
school and will clearly serve to advance the educational aims of the district. The worthiness of the
sponsoring agency’s cause or the opportunity for individuals to win prizes shall not in themselves
constitute sufficient reason for approving a contest.

Contests and awards whether local, state, or national shall be:
A. For the benefit of the pupil;
Open to all pupils regardless of race, creed, color, national origin, ancestry, age or sex;
Consistent with district objectives;
Judged by disinterested parties;
Properly supervised with safety precautions in place;
Voluntary for pupils and teachers.

mmoaw

Contests and awards shall not place undue time or financial burdens on pupils, teachers and
parents. They shall not promote commercial products or partisan viewpoints. Participation shall
not be dependent on the financial status of the pupil.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:42-2 School orchestra not to compete with civilian musicians; exceptions
18A:54-20 Powers of board (county vocational schools)

Possible Cross References
1314, 1320, 3280, 5126, 6145, 6145.1/6145.2, 6145.4, 6153
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The Millville Board of Education strongly supports the concept of community use of
school facilities. There are many areas in which it is important for school buildings to be
used, including:

=  Community Adult Education

= Continuing Education

= High School Equivalency Programs

* Vocational Education

= Recreational Programs

= School use outside of regular school hours

= Use by community organizations

= Use by business and industry

= Concerts, plays, lectures, forensics, etc.

= Any other use that promotes the well being of the citizens of the community

General Requirements

The school and facilities shall be made available to the public as freely as is consistent
with state statutes and policies of the Board of Education. The buildings will not
normally be available during holidays or vacations, or if the programs interfere with
cleaning and maintenance schedules.

All groups and organizations must submit a completed application form for approval.

Applicants must satisfy the Superintendent of Schools that:
A. they are responsible persons and officially represent responsible organizations;
B. they will guarantee orderly behavior and safety and will underwrite any damages
due to their use of the premises;
C. the proposed activity is lawful and in conformity with regulations of the Board of
Education.

Responsibility for use of facilities and observance of regulations shall rest upon the
applicants. Custodians or other designated representatives of the Board of Education, on
duty in the schools at the time, are required to report all irregularities to the
Superintendent of Schools.
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Inaccurate or untruthful statements made in application or violations of any district or
state regulation may place the responsible persons or organizations or both on an
ineligibility list. Subsequent applications of such ineligibles will be referred to the Board
of Education, which will determine whether disqualification shall be temporary or
permanent.

The user must agree to save and hold harmless the said public schools and must agree to
assume responsibility for all liabilities arising incident to occupancy. A certificate of
insurance coverage should be presented at the time of application for facilities use.
Insurance coverage must be at least $1,000,000.

Applications not covered by these policies will be referred to the Board of Education for
action.

Special Requirements and Restriction on Use

The use of school facilities shall not be granted for the advantage of any commercial or
profit-making organization, private social functions, of political organizations or any
purpose, which is prohibited by law, unless approved by the full Board.

The Board of Education may refuse to grant the use of a school building whenever in
their judgment there is good reason why permission should be refused. The Board shall
not be required to give a reason for such refusal.

Smoking is not permitted in any school facility or on any school grounds. Intoxicating
beverages and the use of illegal drugs are prohibited on all school properties at all times,
and any person under the influence of alcohol and/or drugs shall not be permitted to
remain thereon. All facility use shall comply with state and local fire, health, safety and
police regulations. Responsibility for these controls rests upon the party signing the
application.

Political Activities
As used in this section, “school property” shall mean a building or buildings used for
school operations.

Candidates for elective public office, holders of elected public office or their agent or
representative are prohibited from soliciting campaign contributions on school property.
No person shall make contributions, directly or indirectly, to or on behalf of any
candidate for elective public office, or the candidate committee or joint candidates
committee of any such candidate, while on school property.
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This shall not apply to persons or groups reserving or renting school property for a
nongovernmental purpose as a meeting location.

Any person in violation of this section of this policy may be reported to the Election Law
Enforcement Commission and liable to a penalty of not less than $5000, for each
violation.

All meetings involving children must be in the charge of responsible adults, the number
of supervisors varying according to the number of participants. Adequate supervision
and leadership must be provided throughout the period authorized for use.
Recommended ratio is 1-15 or less.

Use of school facilities for games of chance or the use any scheme or device, which
encourages or suggests gambling or games of chance, is prohibited.

Use of school equipment in conjunction with the use of school facilities must be
specifically requested in writing and may be granted by the procedure by which
permission to use facilities is granted. The user of school equipment must accept liability
for any damage to or loss of such equipment that occurs while it is in use. Where rules so
specify, no item of equipment may be used, except by a qualified operator.

Organizations and groups using the building or facilities without charge must set up and
restore, if moved, all furniture and equipment and leave them clean.

Any decorations shall be erected in a manner that will not be destructive of school
property, and such erection shall be in accordance with local and state fire marshal
regulations and approved by the Superintendent of Schools or designee on duty. All
decorations shall be removed from the building before the start of the school day on the
day after the building has been used, unless prior permission is granted.

User shall assume responsibility for securing necessary police supervision, if so directed
by the school administration.

User shall be fully responsible for all damage or loss of school property, including that
belonging to students and employees, as well as his/her own property, occurring during
the time the building is in use under the permit.
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Permission for use of special or extra equipment must be included in the application. If
such equipment is desired, it must be within the school property and arrangements made
at the time of application. Extra compensation must be paid for employees to operate or
supervise special or extra equipment or transfer it from another building. No equipment
is to be loaned or rented for use outside public school property.

Future school facility use will not be permitted if charges are not paid within 30 days
after statement has been rendered.

Basis of Charges
Charges and rentals of school property shall be determined by the status of the requesting
group with regard to the following classifications:

Class A-No fee for facilities — only custodial and/or cafeteria worker costs, and energy
fees. Security costs will be charged if a non-school group. School sponsored programs,
clubs, student or employee organizations, PTA groups, which have a direct affiliation
with the school district or its municipality’s recreational program are included in the
Class A group. This also includes other public groups such as civic associations, youth,
local agencies, etc., character-building organizations, not operating for profit.

Class B — Commercial Rental Rates

This classification includes meetings called for commercial or semi-commercial purposes
or group benefit and organized groups within the community dedicated to personal or
private use for meetings or entertainment. This class must pay a facility usage fee plus
custodial overtime.

This fee will be determined by the Director of Facilities when it approves the use of the
facility.

Application Procedures

A. Any individual group conforming to Class A of the preceding section which plans
to use school property shall obtain an application form from the school and
complete and return it no later than thirty days prior to the event. If the group is
deemed to conform to Class A status and the requested facilities are available, the
Superintendent of Schools or designee will notify the group prior to the event.
The Superintendent of Schools or designee shall act as a central clearinghouse for
reserving and checking dates. The Board may request a report of all facility use.
Those groups refused Class A status may appeal in writing to the Board of
Education through a letter to the Superintendent of Schools.
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B. An application for a permit to use public school facilities by groups conforming to
Class B status shall be filed and submitted to the office at least forty days prior to
the date for which the building is to be used. The application shall include the
time of the opening and closing of the event, the date and time of rehearsal, if any,
and the materials, rooms and outside equipment, such as extra and special lighting
to be used. The application shall contain the name, address and telephone number
of the person in charge, who shall assume responsibility of the group, the purpose
and scope of the activity and the number and description of the individuals to be
involved. The Board of Education reserves the right to limit or deny the use of
facilities if the Board feels in its judgment there is good reason for refusal.

Fees

Annually, the Board will set fees for the following:

Gymnasium/Multi-Purpose Room

Cafeteria

Classrooms

Custodian

Cafeteria workers

Stage hands

Stage advisor

Security costs

Any group shall be responsible for any damage that is attributable to the group’s
negligence.

Payment

Upon approval of the Superintendent of Schools or designee for the use of school
property, a copy of the approved application and a cover letter showing what fees need to
be paid, and to whom, will be sent to the person in charge of the group by the Business
Administrator.

A. A check, made payable to the Board of Education shall be paid for the rent at the
time of the approval of the contract.

B. Custodians/cafeteria workers/stage advisor will be paid through the Board of
Education payroll account. The organization renting the facility will be billed for
district personnel time.

C. In the event of overtime usage, a bill will be sent to the group for extra rental or
other fees.

~ZomEUOws
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Legal References
NJSA 2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal
age; penalty
18A:11-1 General mandatory powers and duties
18A:20-34 Use of schoolhouse and grounds for various purposes
26:3D-55 et seq. New Jersey Smoke-Free Air Act
19:44A-19.1 solicitation on state property; prohibited — political activity

NJAC 6A:26-12.2(a)4 Policies and procedures for school facility operation

20 U.S.C.A. 4071 — 4074 — Equal Access Act

GOALS 2000: Educate America Act (Pro Children Act of 1994), Pub. L. 103-227
No Child Left Behind Act of 2001, Pub. L. 107-110,

USCA 6301 et seq

Resnick v. East Brunswick Twp. Bd. of Ed., 77 N.J. 88 (1978)

Good News Club v. Milford Central School, 121 S.Ct. 2093 (2001)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

The New Jersey School Search Policy Manual, New Jersey Attorney General (1998)
A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials (1999 Revisions)

Possible Cross References
1330, 1420, 3220/3230, 3320, 5125, 5131.5, 5131.6, 5141.1, 5141.4, 5141.6, 5145.11,
5145.12, 6114, 6122, 6145.1/6145.2, 6172, 7110, 7150
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The Board of Education wishes to cooperate as fully as possible with other public
agencies in the community, which deal with pupils. Whenever feasible, the
Superintendent of Schools shall develop positive working relationships with such
agencies, including but not limited to investigative committees, pooled resources, and
information exchange.

In accordance, with law, the district may accept or share the use of facilities or equipment
with other local organizations. The terms of the acceptance or sharing shall be decided
for each instance.

Relations with Police and Fire Authorities

Cooperation with law enforcement agencies is desirable. This cooperation must
recognize the functions of the schools, be in harmony with the Constitution of the United
States, the laws of New Jersey, and recognize the potential enrichment that law
enforcement agencies can make in the educational program.

Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials (MOA)

Pursuant to the provisions of NJAC 6A:16-6 et seq, the Board of Education and the
Superintendent of Schools shall ensure cooperation between school staff and law
enforcement authorities as defined therein.

Annually, the Superintendent of Schools and the Board of Education shall discuss the
implementation of and the need for revising the MOA and review the effectiveness of the
policies and procedures adopted by the Board of Education and implemented by the
district in accordance with the requirements of NJAC 6A:16-6, Law Enforcement
Operations for Alcohol, Other Drugs, Weapons and Safety.

The annual review must include input from the Executive County Superintendent,
community members, Board of Education Members, and meetings with the County
Prosecutor and the law enforcement officials designated by the County Prosecutor.

The MOA must be approved and signed by the following school and law enforcement
officials:

= President of the Board of Education;

=  Superintendent of Schools;
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= Appropriate Law Enforcement Agency (Chief of Police, Station Commander,
etc.);

= Executive County Superintendent;

= County Prosecutor.

Each of these individuals shall sign and received a signed copy of the MOA annually,
subsequent to the annual discussion of the MOA.

Procedures
The following procedures shall be followed:

= The Superintendent of Schools shall schedule meetings with the Appropriate Law
Enforcement Agency Leader to discuss the MOA and/or revisions to it;

= All copies of the MOA shall be signed by the Superintendent of Schools and the
Appropriate Law Enforcement Agency (Chief of Police, Station Commander,
etc.);

= Any and all additional approved MOA provisions and all school and law
enforcement contacts are to be attached to each signed copy of the MOA;

= All copies of the MOA are then to be forwarded to the Executive County
Superintendent for approval and signature;

= The Executive County Superintendent signs all copies of the MOA and forwards
them to the County Prosecutor for approval and signature;

= The County Prosecutor signs all copies of the MOA, retains one copy and
arranges for the delivery of one copy to the Appropriate Law Enforcement
Agency (Chief of Police, Station Commander, etc.) and the remaining copies to
the Executive County Superintendent;

= The Executive County Superintendent retains one copy of the MOA and arranges
for the delivery of the remaining copies to the Superintendent of Schools and the
President of the Board of Education.

Cooperative Arrangements with Other School Districts

The Board desires that strong lines of communication be maintained with other districts
and institutions which provide programs, training, or services not available to children
residing in this district, and with districts whose resident pupils are enrolled in programs
in this district.

The district in which pupils are in attendance has responsibility and authority for those
pupils. In order that those pupils receive maximum benefit from their program of studies,
articulation between the cooperating institutions is essential.
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Further, this school district shall cooperate with other school districts in the solution of
common educational concerns. District staff under the direction of the Superintendent of
Schools shall participate in the coordination of such areas as research, exchange of
information and data, coordination of curriculum, coordination of school calendar and
activities, and any others where it may be advantageous to serve a broader area than this
school district.

Legal References

NJISA 2A:4A-60 et al. Disclosure of juvenile information; penalties for disclosure
18A:11-1 General mandatory powers and duties
18A:18A-11 Joint purchases by districts, municipalities; counties; authority
18A:20-4.2 Acquisition, improvement, lease, etc., of property for school purposes; authority
of board of education
18A:20-9 Conveyance of unneeded real estate for nominal consideration; qualified recipients;
reversion
18A:20-34 Use of schoolhouse and grounds for various purposes
18A:36-25 Early detection of missing and abused children; policies of school districts
18A:38-30 Assistance of sheriffs, police officers, etc
18A:40A-1 et seq. Substance abuse
18A:40A-11,-12,-15,-16,-17,-18 N.J.S.A. 18A:41-1 Fire drills
18A:41-5 Reporting fires
40:8A-3 et al. Authority to enter into contract for joint provision services
40:55D-8 et al. Municipal fees; exemptions

NJAC 6A:14-7.1 et seq. Receiving Schools
6A:14-8.1 et seq. Programs Operated by the Departments of Corrections and Human Services,
and the Juvenile Justice Commission
6A:16-1.1 et seq. Student Development Programs
6A:16-4.1(b)(c),5.2, 6.1, 6.2, 10.2
6A:32-9.1(c) Athletics Procedures (General requirements)
6A:32-12.1 et seq. Annual Reporting and Planning Requirements

The New Jersey School Search Policy Manual,

Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials (1999 Revisions)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1330, 1420, 3220/3230, 3320, 5125, 5131.5, 5131.6, 5141.1, 5141.4, 5141.6, 5145.11,
5145.12, 6114, 6122, 6145.1/6145.2, 6172, 7110, 7150
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The Board of Education believes that cooperation between the school district and other
organizations concerned with youth, career development and mental health will enhance the
opportunities of the district’s pupils. Such cooperation will also enable the district to serve its
pupils better through appropriate referrals as in drug/alcohol programs, special needs, etc. The
Superintendent of Schools is encouraged to explore areas of mutual concern with the
administrative officers of such organizations and to recommend desirable courses of action.

The Board directs the Superintendent of Schools to seek and maintain working relationships with
local colleges and universities in such areas as student teaching, in-service staff development,
school-college liaison and advanced placement.

Relations With Non-Public Schools

The Board of Education will cooperate with parochial and private schools in matters of mutual
benefit not expressly prohibited by law. The Superintendent of Schools is encouraged to explore
areas of mutual benefit with the administrative officer of such schools and to recommend desirable
courses of action.

Donations To Private Organizations

The authority for a Board of Education to expend public funds is derived from the constitutional
mandate to “provide for the maintenance and support of a thorough and efficient system of free
public schools.” The donation of moneys to any private organization, regardless of the merits of
that organization’s purpose, is not within the authority of the Board and is, therefore, prohibited.
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Legal References

NIJSA

NJAC

18A:11-1 General mandatory powers and duties

18A:17-14.1 Appointment of school business administrators; may act as secretary; duties, etc.
18A:17-15 Appointment of superintendents; terms; apportionment of expense

18A:17-24.1 Sharing of personnel by school boards

18A:20-9 Conveyance of unneeded real estate for nominal consideration; qualified recipients;
reversion

18A:20-34 Use of schoolhouse and grounds for various purposes

18A:36A-1 et seq. Charter schools

18A:54-20 Powers of board (county vocational schools)

18A:58-37.1 et seq. Textbook aid to public and nonpublic schools

18A:61C-1 Program promoting cooperation between high schools and institutions of higher
education; establishment; objective; increased availability of college-level instruction; scope
18A:61C-4 Program providing college credit courses for high school students on high school
campuses; establishment

40:8A-1 et seq. Interlocal Services Act

52:14-15.9c¢l et seq. Public Employees Charitable Fund-raising Act

6A:8-3.1(a)2 Curriculum and instruction

6A:8-3.3(a) Enrollment in college courses

6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:11-1.1 et seq. Charter Schools

6A:14-7.1 et seq. Receiving Schools

6A:16-1.1et seq. Student Development Programs

6A:23-6.1 et seq. Purchase and Loan of Textbooks

6A:32-12 et seq. Annual Reporting and Planning Requirements

Zelman, Superintendent of Schools of Public Instruction of Ohio, et al. v. Simmons-Harris et
al, 536 US 232

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
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The Board of Education recognizes that the contributions of persons and organizations outside the
schools may from time to time take the form of materials, activities and awards that tend to serve
the interests of the contributor as well as benefit the school district generally and pupils
individually.

It is the policy of the Board of Education that pupils, staff members and district facilities not be
used for advertising or promoting the interests of any non-school agency or organization, public or
private, without the approval of the Superintendent of Schools. Any such approval granted for
whatever cause or group shall not be construed as an endorsement of said cause of group by this
Board of Education.

The following considerations shall apply to matters of advertising and promotion:

1. Any requests from commercial business enterprises, civic institutions, religious or other
special interest groups which involve such activities as patriotic functions, contests,
exhibits, sales of products to and/or by pupils, sending promotional materials home with
pupils, graduation prizes, fund raising and free teaching materials, must be carefully
reviewed to insure that on balance such activities promote pupil interests without
advancing the special "interests of any particular group.

2. All materials or activities proposed by outside sources for pupils or staff use or
participation shall be reviewed by the Superintendent of Schools on the basis of their
educational value in the total school program, their benefit to pupils and their good taste.
No such approval shall have the primary purpose of advancing the name, product or
special interest of the proposing group.

3. No materials may be used or circulated in the school of this district which are deemed to be
primarily advertising materials with the following exceptions:

= Imprinted materials solicited by teachers as being suitable for a project or purpose
of their class with the approval of the administration.

= Flyers of direct educational and cultural interest and of an essentially non-
commercial nature.

» Films bearing only the name of the sponsoring firm.

4. District publications shall contain no advertising, but advertising is permitted in school
newspapers and yearbooks, which are published by pupil organizations with the
permission of the Superintendent of Schools.

5. No staff member or pupil representing an outside organization may distribute or post
literature on that organization's behalf on district property either before or after school
hours without the permission of the Superintendent of Schools and/or school Principals.

Legal References
NJSA 18A:11-1 General mandatory and duties
NJAC 6A:16-1.1 et seq. Programs to Support Student Development
6A:30-1.4 Evaluation process for the annual review
6A:32-12.1 Reporting requirements
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The Board may enter into cooperative agreements, otherwise known as “interlocal agreements,”
“shared service agreements,” and/or “consortiums,” with other school districts in accordance with

law.

Legal References

NIJSA

NJAC

18A:11-1 General mandatory powers and duties

18A:17-14.1 Appointment of school business administrators; may act as secretary; duties, etc.
18A:17-15 Appointment of superintendents; terms; apportionment of expense

18A:17-24.1 Sharing of personnel by school boards

18A:20-9 Conveyance of unneeded real estate for nominal consideration; qualified recipients;
reversion

18A:20-34 Use of schoolhouse and grounds for various purposes

18A:36A-1 et seq. Charter schools

18A:54-20 Powers of board (county vocational schools)

18A:58-37.1 et seq. Textbook aid to public and nonpublic schools

18A:61C-1 Program promoting cooperation between high schools and institutions of higher
education; establishment; objective; increased availability of college-level instruction; scope
18A:61C-4 Program providing college credit courses for high school students on high school
campuses; establishment

40:8A-1 et seq. Interlocal Services Act

52:14-15.9¢l et seq. Public Employees Charitable Fund-raising Act

6A:8-3.1(a)2 Curriculum and instruction

6A:8-3.3(a) Enrollment in college courses

6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:11-1.1 et seq. Charter Schools

6A:14-7.1 et seq. Receiving Schools

6A:16-1.1et seq. Student Development Programs

6A:23-6.1 et seq. Purchase and Loan of Textbooks

6A:32-12 et seq. Annual Reporting and Planning Requirements
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The Board of Education directs the Superintendent of Schools to develop and implement short-
range and long-range plans for the annual assessment of the progress of the community relations
program toward its established goals and objectives.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
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Concepts & Roles in Administration:

Goals & Objectives Policy 2000/2010
Date Adopted: February 25, 2002 | Date Revised: April 21, 2008 | Pagelofl

The Board of Education shall establish policies that govern all aspects of district operations. The
Board expects the educational administration to direct, coordinate and supervise pupils and staff in
their efforts to reach the goals and objectives adopted by the Board.

Within the guidelines of Board policy, negotiated agreements and New Jersey law, the Board
expects the educational administration to:

1. Provide up-to-date information and sound professional advice to the Board, as an aid in
rational decision making;

2. Plan, organize, implement and evaluate the educational programs established by Board

policy, in order to provide optimum educational opportunities to the pupils of the district;

Provide these optimum educational opportunities at a reasonable cost;

4. Use efficient administrative and management procedures, pursuant to law and regulations,

and developed after consultation with and among the Board, administrators and

appropriate staff members;

Coordinate the resources of the community and the district.

6. Keep the Board informed of all new legislative actions or changes in code and statute that
affect the policies, programs or operations of the district.

(98]

b

Legal References
NJSA 18A:7A-3 et al. Public School Education Act of 1975
18A:7F-1 et seq. Comprehensive Education Improvement and Financing Act of 1996
18A:11-1 General mandatory powers and duties
18A:12-21 et seq. School Ethics Act
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:28-1.1 et seq. School Ethics Commission N.J
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-1.1 et seq. School District Operations

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2131,2210,3293.1,4111,4115,4116, 4211, 4215, 9000, 9313
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Definitions

For the purposes of this policy, the following definitions shall apply:
“Administrator” means any employee of this school district who holds a position that:
A. Requires certification with the endorsement of school administrator, principal or school
business administrator;
B. Does not require certification but is responsible for making recommendations regarding
hiring or the purchase or acquisition of any property or services by the school district;
C. Requires certification with the endorsement of supervisor and is responsible for making
recommendations regarding hiring or the purchase or acquisition of any property or
services by the school district.

For the purposes of this policy, the following definitions will apply:

“Business” means any corporation, partnership, firm, enterprise, franchise, association, trust, sole
proprietorship, union, political organization, or other legal entity but does not include a school
district or other public entity.

“Interest” means the ownership of or control of more than ten percent of the profits, assets, or
stock of a business but does not include the control of assets in a labor union.

“Immediate family” means the person to whom the administrator is legally married and any
dependent child of the administrator residing in the same household.

Code of Ethics

No administrator or member of his/her immediate family shall have an interest in a business
organization or engage in any businesses, transaction or professional activity that is in substantial
conflict with the proper discharge of his/her duties in the public interest.

No administrator shall use or attempt to use his/her official position to secure unwarranted
privileges, advantages, or employment for himself/herself, a member of his/her immediate family
or any other person.

No administrator shall act in his/her official capacity in any matter where he/she, a member of
his/her immediate family, or a business organization in which he/she has an involvement that
might reasonably be expected to impair his or her independence of judgment in the exercise of
his/her official duties.

No administrator shall undertake any employment or service, whether compensated or not, that
might reasonably be expected to prejudice his/her independence of judgment in the exercise of
his/her office duties.
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No administrator shall act in his/her official capacity in any matter where he/she, a member of
his/her immediate family, or a business organization in which he/she has an interest shall solicit or
accept any gift, favor, loan, political contribution, service, promise of future employment, or other
thing of value based upon an understanding that the gift, favor, loan, contribution, service,
promise, or other thing of value was given or offered for the purpose of influencing him/her
directly or indirectly, in the discharge of his/her official duties.

No administrator shall accept offers of meals, entertainment, or hospitality that are limited to the
clients/customers of the individual providing such hospitality. Administrators may attend
hospitality suites or receptions at conferences only when they are open to others who are attending
the conference.

No administrator shall use, or allow to be used, his/her public office or any information not
generally available to the members of the public that he/she receives or acquires in the course of
and by reason on his/her office, for the purpose of securing financial gain for himself/herself, any
member of his/her immediate family or any business organization with which he/she is associated.

No administrator or business organization in which he/she has interest shall represent any person
or party other than the Board of Education or this school district in connection with any cause,
proceeding, application or other matter pending before this school district or in any proceeding not
deemed to prohibit representation within the context of official labor union or similar
representational responsibilities.

Nothing in this policy shall prohibit an administrator or members of his/her immediate family
from representing himself/herself or themselves in negotiations or proceedings concerning his/her
or their own interests.

Each administrator shall annually, in accordance with law, file with the New Jersey Commissioner
of Education, a report regarding potential conflicts of interest and with the School Ethics
Commission, a financial disclosure statement.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:12-21 et seq. School Ethics Act
18A:54-20 Powers of board (county vocational schools)
NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
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The School System shall operate under a unit control system headed by the Superintendent of
Schools.

The Superintendent of Schools shall be responsible for all programs provided by the district, both
educational and operational.

School Leadership Council

The Board of Education believes that strong partnership among parents, teachers and
administration leads to greater cooperation and better decision-making for students, staff,
community and the district as a whole. The Board of Education directs the Superintendent of
Schools to develop a plan for the selection, training and operation of a School Leadership Council
(SLC) for each school. The plan shall be implemented upon approval of the Department of
Education. The membership of the School Leadership Council, and members’ training and
responsibilities shall be in accordance with administrative code.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-1.1 et seq. School District Operations
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The Board of Education supports the “Administrative Team” concept in the administration of the
Millville Public Schools. Under this concept, it is considered that the Board of Education, as the
policy making body and the administrators defined to the Superintendent of Schools, Assistant
Superintendent, and Directors, as the administrative team, constitute a single team in charge of the
organization and administration of the Millville Public Schools. Specifically, then, it is the belief
of the Board of Education that the Board and the administration serve on the “same team.”
Accordingly, the concept of “binding arbitration” will not be necessitated as both sides of the
management teamwork cooperatively to ultimately solve any problem that may arise.

In implementing this philosophy, the Board adopts as policy the following considerations:

1. The Board and the administration constitute a “management team for the Millville
Public Schools.

2. The members of the Administrative Team seek the advice and counsel of each other.

3. It shall be the purpose of the Administrative Team to seek cooperative solutions to all
problems incident to the operation of the Millville Public Schools.

4. It shall be the purpose of the Board of Education to provide the necessary support for

the administrators in several areas:

a) Board support for administrative action taken by the administrators in the
pursuance of their duties.

b) Board provision for in-service experience designed to provide a continuing up-
grade of the administrative staff. The policy should include courses, seminars,
institutes, and conventions appropriate for the several administrative members.

c) Reimbursement for expenses incurred by the administrators in the pursuance of
their assigned duties.

d) “Fringe benefits,” “Rights,” and “Privileges” comparable to all those provided for
all other professional employees in the Millville Public School System.

e) Other appropriate benefits as may appropriately arise in the future.

f) The continuance of present “Benefits,” “Rights,” and “Privileges” as are currently
established will be continued by the Millville Board of Education while the
Millville administrators will continue carrying through all their obligations as
currently exist.

g) A salary structure comparable to the prevailing salaries being paid to administrators
in the South Jersey area, with annual review.

h) Twelve month employment for all present members of the administrative group.

5. It shall further be the option of either segment of the Administrative Team (Board or

Administrators) to request and be granted the right to negotiate a complete contract if

so desire at any future time.
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Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-1.1 et seq. School District Operations
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Among the criteria used in annual evaluation of members of the administrative team, Board of
Education policy includes personal professional growth; keeping the public and the Board
informed about modern educational practices and trends; maintaining and enhancing the districts
standing in all its major internal and external relationships.

The Board recognizes that a valuable source of the information necessary to accomplish these
objectives is attendance and participation by district staff at state, regional and national
educational conferences, conventions, workshops and seminars.

Therefore, the Superintendent of Schools shall develop forms and regulations to permit each
administrative team member to attend such events at district expense subject to the following
conditions:

Superintendent of Schools approval of the relevancy and value of the event;

Duration of total absence not to exceed six consecutive school days;

Mileage allowance as approved by the Board of Education;

Coach accommodation when traveling by train or plane;

Mid-fare accommodation at hotels and motels; when pairs of team members are of the
same sex, shared accommodations;

Participation must be approved by the Board.

7. Ensure that the New Jersey Department of Education travel requirements are met.

Nk W=

.°\

These conditions shall apply to travel accommodations and reimbursement procedures for all
district-paid attendance at such events.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-1.1 et seq. School District Operations
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In accordance with the provisions of NJSA 52:14-7 (PL 2011, c. 70), otherwise known as the
“New Jersey First Act,” which became effective on September 1, 2011, employees are expected to
have their primary residences within the confines of the State of New Jersey, with the exceptions
noted within this policy.

A candidate for employment within this district is granted up to 365 days of the effective date of
hire to establish his/her principal residence in the State of New Jersey and maintain this principal
residence throughout their employment.

For the purposes of this policy, a principal residence shall be defined as:
1. The primary domicile or home location of the employee or employment candidate;
2. The location that is designated as his/her legal address and legal residence for voting;
3. The place where he/she spends the majority of his/her non-working time;
4. The place that is most clearly the center of his/her domestic life;

A New Jersey mailing address shall not, by itself, constitute a principal address in New Jersey.
Current Employees

Any current employee who relocates his/her principal residence outside of the State of New
Jersey, shall forfeit his/her employment with this district.

New Employees and/or Employment Candidates
Any and all newly hired or contracted employee of this district must, as a condition of
employment, be a resident of the State of New Jersey.

Exemptions
Current employees living outside of the State of New Jersey as of September 1, 2011 are

exempted from the residency requirements of this law and as long as the current employee remains
an employee of this district, he/she will continue to be exempted from these residency
requirements.

A newly hired employee shall be granted up to 365 days to establish his/her principal residence in
New Jersey.
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Current employees, new employees and/or employment candidates may apply for an exemption on
the basis of “critical need or hardship” to the residency requirements of this policy and state law
by filing an “Application for Exemption from the Provisions of NJSA 52:14-7a. of the New Jersey
First Act” with the Employee Residency Review Committee, NJ Department of Labor and
Workforce Development, Office of Legal and Regulatory Services, PO Box 110, Trenton, NJ
08625-0110. Copies of this application shall be available from the appropriate District Office.

Legal References
NJSA 10:5-1 et seq. Law Against Discrimination

18A:3-15.2 Fraudulently issued, obtained, forged or altered degree or certification; use in
connection with business or occupation
18A:6-6 No sex discrimination
18A:6-7.1, -7.5 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception
18A:13-40 General powers and duties of board of newly created regional districts 18A:16-1
Officers and employees in general
18A:26-1, -1.1, -2 Citizenship of teachers, etc.
18A:27-1 et seq. Employment and Contracts
52:14-7 New Jersey First Act
52:14-7a Exemptions

NJAC 6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:9-8.1 et seq. Requirements for Instructional Certification
6A:9-11.1 et seq. Exceptions for the Requirements for the Instructional Certificate
6A:9-12.1 et seq. Requirements for Administrative Certification
6A:10A-1.1et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-4.1 Employment of teaching staff
6A:32-4.8 Support residencies for regularly certified, inexperienced first-year principals
6A:32-5.1 Standards for determining seniority

Possible Cross References
4111.4,4211.4
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February 24, 1997, February 25, 2002, March 19, 2007, April 21, 2008

The administration organization of the district shall be considered as an orderly means of
achieving the district’s primary objective: An effective program of instruction for pupils.

Organization or function charts for the district shall be prepared by the Superintendent of Schools
and approved by the Board of Education to designate clearly the relationships of all employees
within the district organization. The organization or function charts shall be kept up-to-date and
changes shall be approved by the Board of Education.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-1.1 et seq. School District Operations

Possible Cross References
1312, 2100, 2131, 2210, 3000/3010, 9123, 9313
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The Board of Education shall operate under a unit control system headed by the Superintendent of
Schools.

The authority of the Board of Education is transmitted through the Superintendent of Schools
along specific paths from person to person as illustrated in the organization chart of the school
district (See Policy 2120 — Organizational Chart). The lines of authority represent direction of
authority and responsibility. The lines are those approved by the Board of Education and are
intended to establish clear understanding on the part of all personnel of the working relationships
in the school system.

Personnel are expected to refer matters requiring administrative action to the Building Principal/
immediate supervisor who in turn will refer the matter to the Superintendent of Schools.
Personnel are expected to keep the administration informed of their activities by appropriate
means.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:17-5 through -14.3 Secretaries, Asst Secretaries and School Business Administrators
18A:17-15 through -23 Superintendents and Assistant Superintendent of Schools
18A:17-24.1 et seq. Shared Administrators, Superintendents
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:9-12.7 School business administrator
6A:32-2.1 Definitions (superintendent)

Possible Cross References
1312, 2100, 2131, 2210, 3000/3010, 9123, 9313
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The Board of Education shall employ appropriately trained and qualified administrators as it
determines they are necessary for the administration and supervision of the district.

All administrative and supervisory positions shall be established initially by the Board of
Education upon recommendation of the Superintendent of Schools. Prior to creating a new
position, the Board will approve a statement of job requirements as prepared by the
Superintendent of Schools.

The Board directs the Superintendent of Schools to maintain a comprehensive, coordinated set of
job descriptions for all positions to promote efficiency in the administration of the schools.

The Superintendent of Schools shall present to the Board of Education for approval job
descriptions, qualifications and evaluation criteria for positions required for the efficient and
economical administration of Education programs or management of district operations. The
Superintendent of Schools shall maintain a current file of Board of Education approved job
descriptions for all administrators. Job descriptions shall include provisions for formal written
evaluation.

Evaluation of Administrators

The Board of Education recognizes the trend in evaluation that provides for a combination of
evaluative criteria applicable to all and performance objectives tailored to each individual. The
Superintendent of Schools is directed to identify common standards by which the performance of
every administrator and supervisor can be judged and, at the same time, individual differences in
the contributions made by individuals are recognized.

The Superintendent of Schools shall supervise development and implementation of the procedures
necessary for evaluation of certified and non-certified administrators and supervisors. Tenured
certified administrators and supervisors shall be evaluated annually by appropriate procedures
consistent with NJ statutes and the Administrative Code. Non-tenured certified administrators
shall be evaluated by appropriate procedures consistent with NJ statutes and the Administrative
Code.

The Board of Education directs that performance evaluations be based upon the fulfillment of the
objectives developed by the employee and his/her immediate superior and approved by the
Superintendent of Schools. The Board of Education establishes the following guides to be used in
evaluating administrative and supervisory personnel:
A. Each administrator or supervisor shall have a job description which has been approved
by the Superintendent of Schools and the Board of Education and which clearly names
the person to whom he/she reports.
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B. The administrator or supervisor shall participate in the development of his/her
performance objectives for the coming year.

C. The performance objectives established for each administrator or supervisor shall be
consistent with the goals and objectives established by the Board of Education and with
the priorities set by the Superintendent of Schools. A diversity of performance
objectives among administrators and supervisors shall be encouraged.

D. The Superintendent of Schools shall consult with administrators and supervisors
concerning the evaluative criteria that they feel are of greatest significance in the
evaluation of administrative personnel.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-1.1 et seq. School District Operations
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Any compensation paid by the Millville Board of Education including but not limited to travel and
mileage and other than approved base salary received by an employee of the Millville Public
Schools shall be recorded, in writing, and approved by the Board of Education.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-1.1 et seq. School District Operations
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The Millville Board of Education may hire and keep in its employ personal
secretary/administrative staff to the school administrators and/or the chief financial officers.

These employees shall be considered "confidential" and shall negotiate compensation and benefits
with the Board of Education.

They shall be made aware that their work is confidential and sensitive. They shall be evaluated
annually.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-1.1 et seq. School District Operations
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The Superintendent of Schools shall have general supervision over the schools of the district.

General Powers and Duties

The Superintendent of Schools is the chief advisor to the Board of Education, the executive officer
of the school district, and the educational leader of the community. He/she shall have the power to
issue instructions to effectuate Board policies and regulations. In matters of immediate
importance not covered by Board policy or where and emergency exists, the Superintendent of
Schools shall act at his/her own discretion after consultation with the Board President and shall
report his/her action(s) officially to the Board of Education as soon thereafter as possible but not
later than at the next regularly scheduled Board of Education meeting. He/she shall keep the
Board informed of all developments affecting the control and direction of school affairs and of
matters to the relationship with the local government. He/she shall perform such other duties and
the Board may determine or direct.

Educational Objectives
In relation to educational objectives, the Superintendent of Schools shall:
1. Devote the major portion of he/her time to instructional leadership;
2. Recommend and submit to the Board for approval, the best methods of arranging the
curriculum, courses of study, and all textbooks to be purchased.
3. Revise the bulletin that contains the general administrative rules and regulations of the
school system, to be approved annually by the Board of Education; and
4. Develop and implement, with the help of his/her staff, all state-mandated programs.

Board of Education

In relation to the Board of Education, the Superintendent of Schools shall;

1. Attend all public meetings of the Board of Education, workshops and other meetings
where his/her presence is requested, except as excused by the Board of Education when the
terms and conditions of his/her own employment are being considered or at his/her own
request. He/she shall not have the right to vote;

2. Formulate and present to the Board, policies, plans, programs and proposals to improve

school conditions;

Keep the Board fully and regularly informed as to the effectiveness of existing policies;

4. In cooperation with the Board Secretary/Business Administrator, prepare and submit the
annual school budget to the Board and administer the budget as approved by the Board and
the voters of the district; and,

5. Express his/her opinion in Board or committee meetings and make recommendations on
any subject that will, in any way, affect the administration of his/her office and the
operation of the school system.

(98]
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Administrative Staff
In relation to the administrative staff, the Superintendent of Schools shall:
1. Nominate and assign, subject to Board appointment, all persons in a supervisory or
administrative capacity;
2. Coordinate the work of all administrative personnel;
3. Be responsible for the preparation of a job analysis, operating philosophy and procedures
for each area or department in the school system; and,
4. Conduct administrative staff meetings concerning the development, and modification and
evaluation of any or all parts of the educational program.

Personnel
In relation to personnel, the Superintendent of Schools:

1. Shall be responsible for the recommendation to the Board of Education of all

appointments, reappointment, suspensions, dismissals and transfers of personnel;

2. With the approval of the Board President, may suspend any Assistant Superintendent,
School Business Administrator, Principal, Assistant Principal or Teacher and shall report
suspension to the Board, after which, the Board, by a majority vote of all members, may
take whatever action it deems proper, subject to tenure laws, and negotiated agreements;
Shall assign teachers to schools and grades; and,

4. Shall maintain a positive working relationship within the school system by keeping the
staff informed.

[98)

Evaluation
In programs of evaluation, the Superintendent of Schools shall:

1. Maintain a continuous program of evaluation with recommendations regarding
continuation of employment of non-tenured employees and the granting of salary
adjustments and increments to all employees; and,

2. Maintain a continuous program of evaluation of the effectiveness of all phases of the total
educational program.

Public Relations
In the program of public relations, the Superintendent of Schools shall:
1. Keep the citizens of the district informed of the activities, successes and needs of the
schools; and,
2. Maintain a wholesome and cooperative working relationship between the schools and the
community.
3. Act as spokesperson for the district. The Superintendent of Schools may delegate this
responsibility to another appropriate staff member as he/she deems appropriate.
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Delegation
The Superintendent of Schools may delegate any of the aforesaid provisions to the responsible

personnel subject to review by the Board of Education.

Evaluation of the Superintendent of Schools

The Board of Education shall be responsible for the annual evaluation of the Superintendent of
Schools. It is recommended that the Board follow the timeline suggested by the New Jersey
School Boards Association; however, the evaluation will be completed no later than the date set
for the election of the new Board Members. The evaluation shall provide the means to improve
the quality of Education for the pupils and to promote professional excellence and improved skills
of the Superintendent of Schools. After the Board Members complete the evaluation, a summary
of all evaluations should be made by the President of the Board or by committee. The summary
will then be approved by the Board and presented to the Superintendent of Schools.

The evaluation procedure and process shall be a joint effort between the Board and the
Superintendent of Schools. The procedure shall include the specific criteria utilized for the
evaluation of performance to the job description and the methods of data collection for review.
The procedure shall also include the preparation of a plan for professional growth and
development of the Superintendent of Schools based on the needs identified in the evaluation.

The Superintendent of Schools evaluation procedure shall also include an annual summary
conference between the Superintendent of Schools and a majority of the Board. The conference
shall be held in private, unless the Superintendent of Schools requests that it be held in public.
The evaluation procedure shall include and annual written performance report based on the
evaluation and summary conference between the Board and the Superintendent of Schools. The
report shall be prepared by a majority of the Board and shall include performance areas of
strength, areas requiring improvement, recommendations for professional growth, a summary of
available indicators of pupil progress and growth and a provision for the Superintendent of
Schools to include data relative to job performance.
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Legal References

NOTE: These legal references pertain primarily to the superintendent's employment and evaluation.
Many specific responsibilities are assigned by other statutes and administrative code regulations.

NIJSA

NJAC

18A:4-15 General rule-making power

18A:6-10 through -17 Dismissal and reduction in compensation of persons under tenure in
public school system

18A:12-21 et seq. School Ethics Act

18A:17-15 through -21 Appointment of superintendents; terms;

18A:17-20 Tenured and non-tenured superintendents; general powers and duties
18A:17-24 Clerks in superintendent's office

18A:17-24.1 Shared Administrators, Superintendents

18A:27-4.1 Appointment, transfer, removal or renewal of officers and employees; exceptions
18A:28-3 through -6.1 No tenure for noncitizens

18A:29-14 Withholding increments; causes; notice of appeals

40:8A-1 et seq. Interlocal Services Act

6A:9-12 Requirements for Administrative Certification

6A:28-1.1 et seq. School Ethics Commission

6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-4.1 et seq. Employment and Supervision of Teaching Staff
6A:32-4.3 Evaluation of tenured and nontenured superintendent
6A:32-4.4 Evaluation of tenured teaching staff members
6A:32-4.5 Evaluation of nontenured teaching staff members

8 U.S.C. 1101 et seq. - Immigration and Nationality Act
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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In the absence of the Superintendent of Schools, without designee, an Acting Superintendent of
Schools is automatically assigned according to the following order, unless otherwise designated by
the Board of Education:

Board Secretary / School Business Administrator
Assistant Superintendent for Personnel

Assistant Superintendent for Curriculum
Director of Special Services

=

The role of Acting Superintendent of Schools shall be the same as for the Superintendent of
Schools.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-2.1 Definitions (superintendent)

Possible Cross References
3516, 4135.16,4235.16, 5131.6,5141.1, 5141.2, 6114, 9311, 9313
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In accordance with NJAC 6A:23A-3.1, the Executive County Superintendent shall review and
approve the following items relative to the contracts of the Superintendent of Schools and the
Business Administrator:
= New employment contracts, including contracts that replace expired contracts for existing
tenured and non-tenured employees;
= Renegotiations, extensions, amendments or other alterations of the terms of existing
employment contracts that have been previously approved by the Executive County
Superintendent; and,
= Provisions for contract extensions where such terms were not included in the original
employment contract or are different from the provisions contained in the original
approved employment contract.

In the absence of an Executive County Superintendent, the Assistant Commissioner for Field
Services shall review and approve all above contracts.

The contract review and approval shall take place prior to any required public notice and hearing
pursuant to NJSA 18A:11-11 and prior to the Board approval and execution of those contracts to
ensure compliance with all applicable laws, including but not limited to NJSA 18A:30-3.5,
18A:30-9, 18A:17-15.1 and 18A:11-12.

The public notice and public hearing required pursuant to NJSA18A:11-11 is applicable to the
Board of Education, when it renegotiates, extends, amends, or otherwise alters the terms of an
existing contract with the Superintendent of Schools or Business Administrator. It does not apply
to new contracts, including contracts that replace expired contracts for existing employees in one
of these positions, whether tenured or not tenured. Nothing precludes the Board of Education
from issuing a public notice and/or holding a public hearing on new contracts, including new
contracts that replace expired contracts for existing tenured and non-tenured employees.

In connection with the Executive County Superintendent’s review of the contract, the Board of
Education shall provide the Executive County Superintendent with a detailed statement setting
forth the total cost of the contract for each applicable year, including salary, longevity (if
applicable), benefits and all other emoluments.

The contract review and approval shall be consistent with the following additional standards:

1. Contracts for each class of administrative position shall be comparable with the salary,
benefits and other emoluments contained in the contracts of similarly credentialed and
experienced administrators in other districts in the region with similar enrollment,
academic achievement levels and challenges, and grade span.
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. No contract shall include provisions that are inconsistent with the travel requirements
pursuant to NJSA.18A:11-12 including but not limited to the provisions for mileage
reimbursement and reimbursement for meals and lodging in New Jersey. Any contractual
provision that is inconsistent with law is superseded by the law.
No contract shall include provisions for the reimbursement or payment of employee
contributions that are either required by law or by a contract in effect in the district with
other teaching staff members, such as payment of the employee’s State or federal taxes, or
of the employee’s contributions to FICA, Medicare, State pensions and annuities (TPAF),
life insurance, disability insurance (if offered), and health benefit costs.
. No contract shall contain a payment as a condition of separation from service that is
deemed by the Executive County Superintendent to be prohibited or excessive in nature.
The payment cannot exceed the lesser of the calculation of three months pay for every year
remaining on the contract with proration for partial years, not to exceed 12 months, or the
remaining salary amount due under the contract.
. No contract shall include benefits that supplement or duplicate benefits that are otherwise
available to the employee by operation of law, an existing group plan, or other means; e.g.,
an annuity or life insurance plan that supplements or duplicates a plan already made
available to the employee. Notwithstanding the provisions of this section, a contract may
contain an annuity where those benefits are already contained in the existing contract
between that employee and the district.
Contractual provisions regarding accumulation of sick leave and supplemental
compensation for accumulated sick leave shall be consistent with NJSA 18A:30-3.5.
Supplemental payment for accumulated sick leave shall be payable only at the time of
retirement and shall not be paid to the individual’s estate or beneficiaries in the event of the
individual’s death prior to retirement. Pursuant to NJSA 18A:30-3.2, a new Board of
Education contract may include credit of unused sick leave days in accordance with the
new Board of Education’s policy on sick leave credit for all employees.
Contractual provisions regarding accumulation of unused vacation leave and supplemental
compensation for accumulated unused vacation leave shall be consistent with NJSA
18A:30-9. Contractual provisions for payments of accumulated vacation leave prior to
separation can be included but only for leave accumulated prior to June 8, 2007 and
remaining unused at the time of payment. Supplemental payments for unused vacation
leave accrued consistent with the provisions of NJSA 18A:30-9 after June 8, 2007 as well
as unused vacation leave accumulated prior to June 8, 2007 that has not been paid, shall be
payable at the time of separation and may be paid to the individual’s estate or beneficiaries
in the event of the individual’s death prior to separation
. Contractual provisions that include a calculation of per diem for 12 month employees shall
be based on a 260 day work year.
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9. No provision for a bonus shall be made except where payment is contingent upon

achievement of measurable specific performance objectives expressly contained in a
contract approved pursuant to this section, where compensation is deemed reasonable
relative to the established performance objectives and achievement of the performance
objectives has been documented to the satisfaction of the Board of Education.

No provision for payment at the time of separation or retirement shall be made for work
not performed except as otherwise authorized above.

No contract shall include a provision for a monthly allowance except for a reasonable car
allowance. A reasonable car allowance cannot exceed the monthly cost of the average
monthly miles traveled for business purposes multiplied by the allowable mileage
reimbursement pursuant to applicable law and regulation and NJOMB circulars. If such
allowance is included, the employee cannot be reimbursed for business travel mileage nor
assigned permanently a car for official district business. Any provision of a car for official
district business must conform with NJAC 6A:23A-6.12 and be supported by detailed
justification. No contract can include a provision of a dedicated driver or chauffeur.

All Superintendent contracts shall include the required provision pursuant to NJSA
18A:17-51 which states that in the event the Superintendent’s certificate is revoked, the
contract is null and void.

Any actions by the Executive County Superintendent undertaken pursuant to this
subchapter may be appealed to the Commissioner pursuant to the procedures set forth in
NJAC 6A:3.

Legal References

NJSA 18A:11-1 General mandatory powers and duties

18A:11-12 Travel

18A:17-15.1 Superintendent’s contract

18A:30-3.2 Unused sick leave

18A:30-3.5 Payment for unused sick leave

18A:30-9 Payment for accumulated vacation
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:3 Controversies and disputes

6A:9-12.3 Authorization

6A:9-12.4 School administrator
6A:23A-3.1 Accountability Regulations
6A:23A-6.12 Accountability Regulations
6A:32-2.1 Definitions (superintendent)
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In cases where emergency action must be taken within the school system and where the Board of
Education has provided no guides for administrative action, the Superintendent of Schools shall
have the power to act, but those decisions shall be subject to review by the Board of Education at

its next regular meeting.

It shall be the duty of the Superintendent of Schools to inform the Board of Education promptly
of such action and of the need for possible additional policies or revisions of existing policies.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:17-20 General powers and duties
18A:30-3.2 Unused sick leave
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-2.1 Definitions (superintendent)

Possible Cross References
3516, 4135.16, 4235.16, 5131.6,5141.1, 5141.2, 6114, 9311, 9313
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The Board encourages staff and community participation in decision making. The superintendent
shall recommend and the Board shall establish such committees as are necessary to make
recommendations for the proper functioning of the district. The superintendent shall consult staff
in the development of in-school groups as councils, cabinets and committees for the ready
intercommunication of ideas regarding the operation of the school. The superintendent shall
weigh with care the counsel given by members of the staff, and shall inform the Board of all such
counsel in presenting reports of administrative action and in presenting recommendations for
Board action.

School Leadership Council

The Millville Board of Education believes that educational improvement is most effective and
long lasting when developed and implemented by those members of the educational community
with the greatest sense of ownership and responsibility for this process. The Board further believes
that the quality of its effectiveness as the legislated governing Board of the district will be
enhanced through increasing the involvement of a broad base of members of the educational
community.

The Board supports the concept that those most affected by educational decisions ought to play a
significant role in the decision-making process. Development of School Leadership Councils
(SLCs) offers a rare opportunity for stakeholders in the educational process to work together in a
formal capacity to provide comprehensive school improvement. The Board encourages the
development of SLCs that will include representation of staff, administration, Board members,
parents, other community members and, when appropriate, students.

The ultimate success of our schools will be determined by the ability of each school to deliver
services that align with the needs of their unique student- parent constituency. To this end, the
Millville Board of Education supports the development of SLCs. The Superintendent of Schools is
charged to ensure development of SLCs in all district schools, as well as ensuring development of
necessary district and school-level operational guidelines.

Schools shall be held accountable for the quality and effectiveness of their school climate,
curriculum and instruction. This accountability will be accompanied by involvement in making
key school-level instructional and operational decisions that directly impact on the programs of
schools. The superintendent of schools will communicate annually with the Board regarding the
status and progress of compliance with the intent of this policy.

The Board of Education recognizes its responsibility for development and maintenance of
successful SLCs. The Board will make every effort to provide the resources necessary to meet
operational and staff development needs.
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Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:17-20 General powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-2.1 Definitions (superintendent)

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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State and federal statues and regulations prohibit school districts from discriminatory practices in
employment or educational opportunity against any person by reason of race, color, national
origin, ancestry, religion, age, sex, affectional or sexual orientation, marital status, liability for
service in the Armed Forces of the United States, or atypical hereditary cellular or blood trait of
any individual, in employment or in educational opportunities. Further state and federal protection
is extended on account of disabilities, social or economic status, pregnancy, childbirth, pregnancy-
related disabilities, actual or potential parenthood or family status.

The Board of Education will continue to support its Affirmative Action Resolution of, and
implement the districts equal educational opportunity policy, school and classroom practices plan
and contract/employment practices plan in accordance with law and regulation.

The Board authorizes the Superintendent of Schools to develop and implement a comprehensive
equity plan as mandated by the New Jersey Department of Education to ensure that the district
provides equality in educational programs and to identify and correct, or assess and prevent, all
bias, discrimination and impermissible isolation in policies, practices and facilities of the district.
Upon approval of this plan by the state department of Education, the Board shall adopt it by
resolution. A copy of the districts affirmative action/equity plans and self-evaluation of their
achievement shall be available in the district office.

Affirmative Action Officer(s)

The Board shall appoint annually a certified member of the staff as Affirmative Action Officer(s)
and a 504 Compliance Officer. The Board shall adopt the job description of the Affirmative
Action Officer(s), and 504 Compliance Officer, granting to them the responsibility to facilitate,
oversee and ensure the development of implementation of school and classroom practices plans,
employment and contract practices plan, school and classroom practices plan, school
desegregation plan and section 504 plans, as well as related inter-program coordination. The
Affirmative Action Officer(s) shall ensure that the district upholds all regulations, codes and law
related to equity in the schools.

The Affirmative Action Officer(s) shall monitor compliance with this policy. The name, work
location and telephone number of the district Affirmative Action Officer(s) shall annually be made
known to staff, pupils and members of the community.

Harassment

The Board of Education shall maintain an instructional and working environment that is free from
harassment of any kind. Administrators and supervisors will make it clear to all staff, pupils and
vendors that harassment is prohibited. Sexual harassment shall be specifically addressed in the
affirmative action in-service programs required by law for all staff.
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Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for
sexual favors and other verbal or physical conduct of a sexual nature when:

A. Submission of the conduct or communication is made a term or condition of employment;

B. Submission to, or rejection of the conduct or communication is the basis for decisions
affecting employment and assignment;

C. The conduct or communication has the purpose or effect of substantially interfering with
an individuals work performance;

D. The conduct or communication has the effect of creating an intimidating, hostile or
offensive working environment.

Sexual harassment of staff or children interferes with the learning process and will not be tolerated
in the school. Harassment by Board members, employees, parents, students, vendors and others
doing business with the district if prohibited. Any child or staff member who has knowledge of or
feels victimized by sexual harassment should immediately report his/her allegation to the
Affirmative Action Officer or building Principal. Anyone else who has knowledge of or feels
victimized by sexual harassment should immediately report his/her allegation to the
Superintendent of Schools or Board President. Employees whose behavior is found to be in
violation of this policy will be subject to the investigation procedure, which may result in
discipline, up to, and including dismissal. Other individuals whose behavior is found to be in
violation of this policy will be subject to appropriate sanctions as determined and imposed by the
Superintendent of Schools/Board. This policy on sexual harassment shall be distributed to all staff
members.

Staff or pupils may file a formal grievance related to harassment on any of the grounds addressed
in this policy. The affirmative action officer will receive all complaints and carry out a thorough
investigation, and will protect the rights of both the person making the complaint and the alleged
harasser.

Findings of discrimination or harassment will result in appropriate disciplinary action.

School and Classroom Practices
In implementing affirmative action, the district shall:

A. Identify and correct the denial of equity of Educational opportunities for pupils solely on
the basis of any classification protected by law;

B. Continually reexamine and modify, as may be necessary, its school and classroom
programs; location and use of facilities; its curriculum development program and its
instructional materials; availability of programs for children; and equal access of all
eligible pupils to all extracurricular programs.
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These topics are included in the pupil and instructional policies or the district of #5145.4 Equal
education opportunity, #6121 Nondiscrimination/affirmative action, and #6145 Extracurricular
activities.

Contract/Employment Practices
The district directs the Superintendent of Schools to ensure that appropriate administrators
implement the districts affirmative action policy by:

A. Adhering to the administrative code on selection of vendors and suppliers, informing
vendors and suppliers that their employees are bound by the districts affirmative action
policies in their contracts with district staff and pupils;

B. Continuing implementation and refinement of existing practices and affirmative action
plans, making certain that all recruitment, hiring, evaluation, training, promotion,
personnel-management practices and collective bargaining agreements are structured and
administered in a manner which furthers equal employment opportunity principles and
eliminates discrimination on any basis protected by law, holding in-service programs on
affirmative action for all staff in accordance with law.

These topics are included in the business and non-instructional operations, and the personnel
policies of the district at #3320, #3327.

Disabled

In addition to prohibiting educational and employment decisions based on nonapplicable disabling
conditions, the district shall, as much as feasible, make facilities accessible to disabled pupils,
employees, and members of the community as intended by Section 504 and as specified in the
administrative code.

Report on Implementation

The Superintendent of Schools shall devise regulations, including grievance forms and procedures
to implement the districts affirmative action policies. He/she shall report to the Board annually on
the effectiveness of this policy and implementing procedures.
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Legal References

NIJSA

NJAC

2C:16-1 Bias intimidation

2C:33-4 Harassment

10:5-1 et seq. Law Against Discrimination

18A:6-5 Inquiry as to religion and religious tests prohibited
18A:6-6 Sexual discrimination

18A:18A-17 Facilities for handicapped persons

18A:26-1 Citizenship of teachers, etc

18A:26-1.1 Residence requirements prohibited

18A:29-2 Equality of compensation for male and female teachers
18A:37-14 through -19 Harassment, intimidation, and bullying defined
18A:36-20 Discrimination; prohibition

26:8A-1 et seq. Domestic Partnership Act

5:23-7.1 et seq. Barrier free subcode of the uniform construction code
6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-12.1 Reporting requirements

6A:32-14.1 Review of mandated programs and services

Executive Order 11246 as amended

29 U.S.C.A. 201 - Equal Pay Act of 1963 as amended

20 U.S.C.A. 1681 - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000¢ et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986)

School Board of Nassau County v. Arline, 480 U.S. 273 (1987)

Vinson v. Superior Court of Alameda County, 740 P.2d 404 (Cal. Sup. Ct. 1987)

State v. Mortimer, 135 N.J. 517 (1994)

Taxman v. Piscataway Bd. of Ed. 91 F. 3d 1547 (3d Cir. 1996)

Davis v. Monroe County Board of Education, 526 U.S. 629 (1999)

Saxe v. State College Area School Dist., 240F. 3d 200 (3d Cir. 2001)

L.W. v. Toms River Regional Schools Board of Education, N.J., No. A-111-05 (Feb. 22,
2007),

Comprehensive Equity Plan, New Jersey Department of Education

Possible Cross References

3320,4111,4111.1,4131/4131.1, 4211, 4211.1, 4231, 4231.1, 5145.4, 6121, 6145
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In all matters affecting employees and pupils, the regular channels of communication should be
utilized by organizations, their representatives and individual employees and pupils prior to
directly approaching the Board of Education.

Staff Communications to the Board

Understanding is a cornerstone of good personnel relations. It is important the Board, staff and
administration work harmoniously in achieving the commonly shared goal of educating our youth.
As the executive officer of the district the Superintendent of Schools shall be an integral part of all
discussions of school business that may involve Board action.

All communications or reports to the Board or any Board committee from administrators, teachers,
or other staff members shall be submitted through the Superintendent of Schools. Members of the
staff or administration may, however, communicate directly to the Board or Board committees
when the Superintendent of Schools/designee is present or if designated by the Superintendent of
Schools to do so.

Administrators shall communicate the substance of their meetings/conversations to the
Superintendent of Schools. All correspondence to or from the Board shall be shared with the
Superintendent of Schools.

Board Communications to Staff

All official communications, policies, and directives of staff interest and concern shall be
communicated through the Superintendent of Schools. He/she shall employ all such media,
including teachers' handbooks, as are appropriate to keep staff fully informed of the Boards
problems, concerns, and actions. Board members who are parents/guardians of pupils may
communicate with staff and administrators involved with the pupil. Board members should use
sound judgment in discussions at school functions and social functions.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:17-20 General powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-2.1 Definitions (superintendent)

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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The Superintendent of Schools shall direct development and review of handbooks, directives,
announcements, bulletins, etc. for staff to ensure that their contents reflect district-wide policies
and regulations accurately.

The district shall publish annual reports or catalogs detailing the programs of the schools and
special brochures on separate programs as necessary.

In making information available about these programs, the administration may use paid
advertisements in newspapers as regulated or as deemed necessary. It shall also publicize such
programs and courses through literature distributed to businesses, industries and other interested
groups in the area.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:17-20 General powers and duties
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-12.3 Authorization
6A:9-12.4 School administrator
6A:32-2.1 Definitions (superintendent)

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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As required by New Jersey Quality Single Accountability Continuum (NJQSAC), the
Superintendent of Schools shall annually direct development or review of district long and short-
range goals and the plan of action to attain them. Objectives shall be developed with community
participation and approved by the Board of Education; the plan of action shall be prepared in
consultation with teaching staff members. The districts plans shall be discussed at a public
meeting before the date required by law.

Further, the Superintendent of Schools shall coordinate continual research and evaluation of
programs and facilities. The master plan shall be studied and revised periodically to keep it in
accord with the changing circumstances and aspirations of the district.

Legal References
NJSA 18A:7A-10 Evaluation of performance of each school

18A:7A-11 Annual report of local school district; contents; annual report of commissioner;
report on improvement of basic skills
18A:7A-14 Review of evaluation of district performance
18A:7F-4 Periodic review of core curriculum content standard by state board; establishment
of thoroughness and efficiency standards and cost per pupil
18A:7F-6 Approval of budget by Commissioner

NJAC 6A:8-1.1 et seq. Standards and Assessments
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts
6A:26-2.1 et seq. Long-Range Facilities Plans
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-2.1 Definitions
6A:32-12.1 Reporting requirements
6A:32-12.2 School-level planning
6A:32-13.1 et seq. Student Behavior
6A:32-14.1 Review of mandated programs and services

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A., 6301 et seq
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1120, 1220, 2255, 3510, 5020, 6142.2, 6171.34, 7110, 9130
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The Superintendent of Schools shall monitor continuously the program and equipment needs of
the district and the individual programs/facilities. To this end he/she shall devise appropriate
instruments to identify and prioritize these needs, and report them to the Board as necessary, but at
least annually before the budget is finalized.

Legal References
NJSA 18A:7A-10 Evaluation of performance of each school

18A:7A-11 Annual report of local school district; contents; annual report of commissioner;
report on improvement of basic skills
18A:7A-14 Review of evaluation of district performance
18A:7F-4 Periodic review of core curriculum content standard by state board; establishment
of thoroughness and efficiency standards and cost per pupil
18A:7F-6 Approval of budget by Commissioner

NJAC 6A:8-1.1 et seq. Standards and Assessments
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts
6A:26-2.1 et seq. Long-Range Facilities Plans
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-2.1 Definitions
6A:32-12.1 Reporting requirements
6A:32-12.2 School-level planning
6A:32-13.1 et seq. Student Behavior
6A:32-14.1 Review of mandated programs and services

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A., 6301 et seq
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1120, 1220, 2255, 3510, 5020, 6142.2, 6171.34, 7110, 9130




Millville Board of Education
District Policy Manual

Administration Series 2000

Action Planning for Thorough

& Efficient Certification Policy 2255
Date Adopted: October 22, 2002 | Date Revised: April 21, 2008 | Pagelof2

The Superintendent of Schools shall be responsible for assembling all necessary documentation to
meet state certification requirements.

He/she shall ensure the districts compliance with all indicators when it is within his/her power to
do so. He/she shall inform the Board in a timely fashion of any areas in which Board action is
required to bring the district into compliance, and suggest to the Board feasible plans of action.

In the event that the district, or a program/facility within the district, does not receive full approval
in classification by the Commissioner of Education, the Board of Education shall cooperate in
undertaking corrective action by the development of a remedial plan pursuant to the New Jersey
Administrative Code.

Certification requirements for teaching staff members shall not be violated.
Equivalency and Waiver Procedures

The Board may apply to the Commissioner for a waiver of a specific rule or an equivalent means
of implementing a rule through alternate procedures so long as the following criteria are met:

The spirit and intent of New Jersey statutes, applicable federal laws and regulations, and the
administrative code are served by granting the equivalency or waiver;

The provision of a thorough and efficient education to the students in the district is not
compromised as a result of the equivalency or waiver; and

There will be no risk to student health, safety or civil rights by granting the equivalency or waiver.

All applications for equivalency and waivers shall be signed by the Superintendent of Schools and
approved by the Board of Education.

Alternative Monitoring

If the district meets the standards set out in the administrative code in student performance and
attendance, the Board of Education may decide on an alternative method of evaluation in
compliance with code and statute.
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Legal References

NIJSA

NJAC

18A:7A-10 Evaluation of performance of each school

18A:7A-14 Review of evaluation of district performance

18A:7F-1 et al. Comprehensive Educational Improvement and Financing Act
18A:26-2 Certificates required; exception

6A:5-1.1 et seq. Regulatory Equivalency and Waiver

6A:8-1.1 et seq. Standards and Assessments

6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott Districts

6A:23-8.3 Commissioner to ensure achievement of the Core Curricular Content Standards
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-2.1 Definitions

6A:32-12.1 Reporting requirements

6A:32-12.2 School-level planning

6A:32-14.1 Review of mandated programs and services

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A., 6301 et seq
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

1120, 1220, 2240
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The Board of Education recognizes that it has important functions under the New Jersey
state monitoring system: Quality Single Accountability Continuum (NJQSAC). The
Board shall comply with the requirements of the Department of Education’s three-year
monitoring system by completing the District Performance Review (DPR). The district
shall be assessed in the following five key areas:

Operations;

Instruction and Program;

Governance;

Fiscal managements;

Personnel.

moawx>

The Superintendent of Schools shall take the following steps to oversee the efficient
completion of the District Performance Review every three years as required by law:

District Performance Review form shall be completed by the district committee. The
Superintendent of Schools shall determine the total number of people that will serve on
the committee. The Superintendent of Schools shall appoint the following persons to the
committee, and, in his or her discretion, may include other persons on the committee with
the approval of the Board of Education:

Superintendent of Schools;

One or more members of the administrative staff;

One or more teaching personnel, representative of different grade levels and/or;
The business administrator and assistant superintendent for curriculum and
instruction, as well as other appropriate personnel;

One or more member representatives of the local collective bargaining unit of the
educational staff selected by the local collective bargaining unit; which may
include the teaching personnel otherwise appointed in “C” above; and

F. One or more members of the Board selected by the Board.

oOwp

o

The Superintendent of Schools shall:

A. Ensure that the process used by the committee in completing the District
Performance Review provides for participation and input by all committee
members;

B. Consult with the committee in formulating a response to all weighted quality
performance indicators of each component of school district effectiveness;

C. Ensure that the responses in District Performance Review encompass and reflect
the circumstances that exist in the school district; and
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D. Ensure that all responses to the District Performance Review can be verified by
data and supporting documentation or otherwise and provide this verification to
the department upon request. In accordance with the provisions of NJAC 6A:30-
3.2 District Performance Review.

Additionally, the Superintendent of Schools shall ensure the district's compliance with all
indicators when it is within his/her power to do so. He/she shall inform the Board in a
timely fashion of any areas in which Board action is required to bring the district into
compliance, and suggest to the Board feasible plans of action.

Upon completion of the proposed responses to the District Performance Review, the
Board of Education shall fix a date, place and time for the holding of a public meeting,
which may be a regularly scheduled meeting of the district Board of Education. The
proposed responses to the District Performance Review and statement of assurance shall
be presented to the Board for approval by resolution.

The Board shall ensure that:

A. The proposed responses to the District Performance Review and statement of
assurance shall be posted on its internet site, if one exists, at least five working
days prior to the date fixed for the meeting, and shall make it available for
examination by the public at the district Board offices or another reasonable
location;

B. Notice of the meeting shall be published as required by the Open Public Meetings
Act and this notice shall inform the public that the District Performance Review
and statement of assurance will be discussed at the meeting and the times and
manner in which members of the public may view the proposed responses to the
District Performance Review; and

C. At the public meeting the public shall have the opportunity to comment and be
heard with respect to the proposed responses to the District Performance Review.
The public shall have the opportunity to submit written comments prior to the
meeting, as well in accordance with the provisions of NJAC. 6A:30-3.2 District
Performance Review.

If the school district fails to satisfy the evaluation criteria, the Board of Education shall
cooperate in undertaking corrective action plans indicated by the executive county
superintendent and pursuant to the New Jersey administrative code.

Certification requirements for teaching staff members shall not be violated.

Equivalency & Waiver Procedures

The Board may apply to the commissioner for a waiver of a specific rule or an equivalent
means of implementing a rule through alternate procedures so long as the following
criteria are met:
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A. The spirit and intent of New Jersey statutes, applicable federal laws and
regulations, and the administrative code are served by granting the equivalency or
waiver;

B. The provision of a thorough and efficient education to the students in the district
is not compromised as a result of the equivalency or waiver; and

C. There will be no risk to student health, safety or civil rights by granting the
equivalency or waiver.

All applications for equivalency and waivers shall be in accordance with NJAC 6A:5-1.4
and shall be signed by the Superintendent of Schools and approved by the Board of
Education.

Legal References
NJSA 18A:7A-10 Evaluation of performance of each school
18A:7A-14 Review of evaluation of district performance
18A:7F-1 et al. Comprehensive Educational Improvement and Financing Act
18A:26-2 Certificates required; exception

NJAC 6A:5-1.1 et seq. Regulatory Equivalency and Waiver
6A:8-1.1 et seq. Standards and Assessments
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott Districts
6A:23-8.3 Commissioner to ensure achievement of the Core Curricular Content Standards
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-2.1 Definitions
6A:32-12.1 Reporting requirements
6A:32-12.2 School-level planning
6A:32-14.1 Review of mandated programs and services

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A., 6301 et seq
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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The Superintendent of Schools and teachers of the school will be responsible for a suitable
observance of legal holidays as outlined in Title 18A:36-6 to 36-13.

Appropriate exercises shall be held in all schools as established in New Jersey Administrative
Code.

Should the holiday fall on a day that school is closed, the in-school observance shall be held as
close to the actual holiday as possible.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:36-6 through 18A:36-13.1 Various observances
18A:54-20 Powers of board (county vocational schools)
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The Board of Education recognizes the goals and objectives in the following areas:

1. Fiscal Management

The Board of Education recognizes that money and money management are a necessary support of
the whole school program. To make that support as effective as possible, the Board intends:

To encourage advance planning through the best possible budget procedures;

To explore all practical sources of dollar income;

To guide the expenditure of funds so as to extract the greatest educational returns;

To expect top-quality accounting and reporting procedures; to adopt and implement sound
fiscal procedures. The Business Administrator/Board Secretary shall prepare a manual of
procedures to ensure that all business operations of the district are carried out uniformly,
efficiently and in accordance with law and Board policy;

E. To maintain a level of per pupil expenditure sufficient to provide high quality education.

Cawp

2. Internal Controls / Standard Operating Procedures

The Board of Education is committed to financial integrity and directs the Business Administrator
to establish specific regulations and standard operating procedures for business functions which
are designed to provide district administrators with reasonable assurance that the district's goals
and objectives will be met and that meet the requirements of NJAC 6A:23A-6.5 through 6.13.
Internal controls shall promote operational efficiency and effectiveness, provide reliable financial
information, safeguard assets and records, encourage adherence to prescribed policies and comply
with law and regulation.

The district may submit a written request to the Commissioner to approve an alternative system,
approach or process for implementing the internal controls required in this subchapter. The
application must include documented evidence that includes but is not limited to, an independent,
third-party written assessment that the alternative system, approach or process will achieve the
same safeguards, efficiency and other purposes as the specified internal control requirement(s).

3. Personnel Tracking and Accounting

The district shall maintain an accurate, complete, and up-to-date automated position control roster
to track the actual number and category of employees and the detailed information for each in
accordance with NJAC 6A:23A-6.8.

4. Support Services

The Board of Education expects operation and maintenance of the school plant and equipment to
set high standards of safety, to maintain the health of pupils and staff, to reflect the aspirations of
the community, to support environmentally the efforts of the staff to provide a good education and
to preserve the community’s major investment.
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In order to provide services that sufficiently support the educational program, the Board
establishes as broad goals:
A. To provide a physical environment for teaching and learning that is safe and pleasant for
pupils, staff and public;
B. To provide safe transportation for eligible pupils;
C. To make nutritious meals available to pupils;
D. To provide resources, facilities and assistance to meet the needs of the educational program
as they develop.

5. Long Range Plans

In compliance with law, the Superintendent of Schools, with input from the School Business
Administrator, will develop a five-year comprehensive maintenance plan. The Board will review
this plan and the District’s long-range facilities plan annually and will revise them as necessary
with the advice of the Superintendent of Schools.

Legal References
NJSA 2C:304 Disbursement of public moneys, incurrence of obligations in excess of appropriation

18A:4 14 Uniform system of bookkeeping for school districts
18A:17 14.1 Appointment of school business administrator; through 14.3 duties;
subcontracting; tenure acquisition
18A:17-24.1 Sharing of superintendent, school business administrator; procedure
18A:18A-1 et seq. Public School Contracts Law
18A:20-1 et seq. Acquisition and Disposition of Property
18A:33-1 et seq. Facilities in general
18A:39-1 et seq. Transportation to and from schools
40:8A-1 et seq. Interlocal Services Act

NJAC 2:36-1.1 et seq. Child Nutrition Programs
6A:9-12.1 et. seq. Requirements for administrative certification ,
6A:23-1.1et seq. Finance and Business Services
6A:26-1.1et seq. Educational Facilities
6A:27-1.1et seq. Student Transportation

Possible Cross References
3100, 3200, 3300, 3400, 3500, 3510, 3530, 3542, 3543, 3570, 3600, 9123/9124
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The budget is the financial reflection of the educational plan for the district. The budget shall be
designed to carry out that plan in a thorough and efficient manner and to maintain the facilities and
honor the obligations of the district. The budget shall be in accord with statutory and regulatory
mandates of the federal government, the state legislature, the State Board of Education, County
Superintendent and the Board of Education.

Since the budget is the legal basis for the establishment of the school tax rate, the annual school
budget process is an important means of communication within the school organization and with
the residents of the district.

In reviewing budget proposals, the Board will consider priorities to be accomplished during the
subsequent year, based on the needs identified through the district's planning process. The budget
shall be prepared on forms prescribed by the Commissioner of Education and should be
considered critically by each Board Member during its preparation.

In order to ensure adequate time for the preparation and review of the proposed budget, the Board
directs the Superintendent of Schools to develop a schedule of events associated with the
development, presentation and adoption of the budget by the Board. This calendar of events shall
conform to all dates set out in statute and shall be reviewed and adopted by the Board annually.

It shall be the policy of this Board to inform the citizens of the community about the proposed
annual school budget and provide citizens with the opportunity to discuss such budget with the
Board at a public meeting of the Board. The Board shall hold at least one public meeting on the
proposed budget prior to final action and in accordance with the law. Notices of the public
hearing shall be made in accordance with the New Jersey Open Public Meetings Act. Legally
required public hearing on the proposed budget shall be held after the County Superintendent of
Schools has approved the budget. The community shall be notified of and encouraged to attend all
Board Meetings at which preliminary budget discussions will be held.

If, as a result of the public hearing, it should be determined that changes in the budget are
necessary the changes shall be made before the budget is adopted. The budget should evolve
primarily from the schools’ current needs, but should also consider the data collected in long-
range budget planning. The budget shall provide sufficient resources for curriculum and
instruction that are designed and shall be delivered in such a way that all students will have the
opportunity to achieve the knowledge and skills defined by the core curriculum content standards,
as well as locally defined standards.
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In preparing budget requests, the responsible administrator shall include the following costs by
program area:

A

. Staff

B. Textbooks, equipment and supplies
C. Cost and maintenance of facilities and equipment

D

. Other costs associated with the operation of each program

The district’s operating budget, when presented to the Board for review, shall contain:

A.
B.
C.

—SrmEQEEU
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L.

The proposed expenditure for each line item requested for the ensuing year;

The anticipated expenditure for each existing line item in the current school year;

The actual expenditure for each then-existing line item from the immediately completed
school year;

A description of each line item;

An estimate of the pupil population for the coming school year by grade;

The current pupil population by grade;

An estimate of the staff needed for the coming school year by grade and/or by subject;
Actual staff for the current year;

Anticipated revenue by sources and amounts;

Amount of surplus anticipated at the end of the current school year including accumulated
surplus;

All other expenses projected for the coming year, anticipated for the present year, and
incurred in the preceding year, on the district level;

Projected impact on tax rate.

The Board may submit a separate budget proposal or proposals to the voters for additional general
fund tax levies which may be in excess to that which has been determined necessary for all
students to have an opportunity to achieve the core curriculum content standards and a thorough
and efficient education.

The adoption of the budget shall be made by roll call vote and the resolution adopting the budget
shall be incorporated into the official minutes of the meeting of the Board. Once adopted, the
proposal represents the position of the Board, and all reasonable means shall be employed by the
Board to present and explain that position to all community residents and taxpayers.

The Board shall adopt any such questions by a recorded roll call majority vote of the full Board.

Upon

Board approval of the tentative school budget, it shall be advertised in accordance with New

Jersey State Law and copies shall be made available to the public.
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The proposed budget as accepted by this Board shall be set forth in detail, using the form
prescribed by the state department of education, and shall be made available to the public as
required by law. A brochure will be published by the Board Secretary/Business Administrator to
explain the annual school budget and will be distributed to district taxpayers, if the Board of
Education deems it necessary.

The brochure should include:

A. A summary of the proposed expenditures and anticipated revenues;

B. General information which may enable district taxpayers to understand the proposed
budget better; for example, present and projected school enrollments and assessed
valuations, state aid, and teachers’ salaries;

C. An explanation of significant changes in the budget.

D. An explanation of the tax impact of the proposed budget.

In addition, the district will publish the budget on the district website.

Legal References

NJSA 18A:7F-1 et seq. Comprehensive Education Improvement and Financing Act of 1996
18A:13-17, -19, -23 Submission of budget; annual regional school election
18A:22-7, -8 through -13 Preparation of budgets
18A:22-8.6 Transportation (budget line item)/hazardous routes
18A:22- 14 Fixing appropriations to be made; notice of intent to appeal (Type I districts)
18A:22-25 Borrowing against appropriations on notes (Type I districts
18A:22-26 through -31 Type II district with board of school estimate; determination;
certification and raising of appropriations; notice of intent to appeal amount of appropriation
18A:22-32, -33 Type Il districts without board of school estimate; determination of
appropriation
19:60-1 School elections, adjustments, ballots

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:23-8.1 et seq. Annual Budget Development, Review and Approval
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts
6A:26-10.1 et seq. Purchase and lease Agreements
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

Abbott v. Burke, 149 NJ 195 (1999)
Manual for the Evaluation of Local School Districts (September 2002)
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3160, 3220/3230, 3326
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The Board of Education can meet only a limited number of educational needs and desires with the
finite resources available to it. The laws of the State of New Jersey require that the school system
be operated so that expenditures do not exceed revenues. The Superintendent of Schools and
Board Secretary/Business Administrator are directed to formulate the annual budget, taking into
consideration the following criteria:

A. Atall times, district resources, shall be used to produce the most positive effect on the
students’ opportunities to gain a sound basic education;

B. The budget shall be in accord with statutory and regulatory mandates promulgated by the
federal government, the state legislature, the State Board of Education, County
Superintendent of Schools and the Board of Education;

C. The budget shall be consistent with contracts between the Board and its employee groups.

In reviewing the proposed budget, the Board will consider priorities to be accomplished during the
subsequent year, based upon the needs identified through the district’s planning process. Funds
and resources shall be provided for their accomplishment in amounts determined by the
constraints of the budget.

Legal References

NJSA 18A:7F-1 et seq. Comprehensive Education Improvement and Financing Act of 1996
18A:11-1 General powers of the Board
18A:13-17, -19, -23 Submission of budget; annual regional school election
18A:22-7, -8 through - 13 Preparation of budgets
18A:22-8.6 Transportation (budget line item)/hazardous routes
18A:22-14 Fixing appropriations to be made; notice of intent to appeal (Type I districts)
18A:22-25 Borrowing against appropriations on notes (Type I districts
18A:22-26 through -31 Type II district with board of school estimate; determination;
certification and raising of appropriations; notice of intent to appeal amount of appropriation
18A:22-32, -33 Type I districts without board of school estimate; determination of
appropriation
19:60-1 School elections, adjustments, ballots

NJAC 6A:8-1.1 et seq. Standards and Assessment
6A:23-8.1 et seq. Annual Budget Development, Review and Approval
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts
6A:26-10.1 et seq. Purchase and lease Agreements
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
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Appropriate fiscal controls shall ensure that the Board does not spend more than authorized funds.
The Business Administrator/Board Secretary shall keep the Board informed of the district’s
financial status according to law.

Except in the case of federal funds, the Board designates the Superintendent of Schools to approve
transfers among line items and programs as are necessary between meetings of the Board.
Transfers approved by the Superintendent of Schools shall be reported to the Board, ratified by a
2/3 vote of the Board, and recorded in the minutes at the next subsequent monthly meeting of the
Board..

Funds may not be transferred among the major categories, i.e. current expense, capital outlay and
debt service.

When the necessity arises for an unbudgeted expenditure, and there are no available funds in other
line items in the same category, the procedures required by administrative code shall be initiated.
In such cases, a 2/3 vote of the Board of Education shall be required for approval.

The Board may, by resolution, designate the Superintendent of Schools to approve such transfers
as are necessary between meetings of the Board. Transfers approved by the Superintendent of
Schools shall be reported to the Board, ratified by a 2/3 vote of the Board of Education and duly
recorded in the minutes at the next subsequent monthly meeting of the Board.

Legal References
NJSA 2C:30-4 Disbursing moneys, incurring obligations in excess of appropriations
18A:17-9 Secretary; report of appropriations, etc.; custodial duties, etc.
18A:18A-7 Emergency purchases and contracts
18A:22-8.1 Transfer of amounts among line items and program categories
18A:22-8.2 Prohibited transfers
18A:24-48 through -54 Application of proceeds to new purpose;
NJAC 6A:23-2.1 et seq. Double Entry Bookkeeping & GAAP Accounting in Local School Districts
6A:23-2.2,-2.11 N.J.A.C. 6A:30-1.1 et seq.
Evaluation of the Performance of School Districts
Hawkins-Stafford Elem & Secondary School Improvement Act of 1988 (Pub. L.100-297)
Guidelines for Development of Application--Basic Skills Improvement Plan--New Jersey State
Department of Education, revised annually
Guidelines for Development of Program Plan--Bilingual/ESL Education Programs--New
Jersey State Department of Education, revised annually
Manual for the Evaluation of Local School Districts (September 2002)
New Jersey Quality Single Accountability Continuum (NJQSAC)
Possible Cross References
3000, 3100/3110, 3320, 9127
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Each year, when it is believed that the school district is eligible for federal and/or state assistance
under the provisions of public laws, application for said assistance may be submitted so long as
acceptance of the funds does not include conditions contrary to the policies of the Board of Education.
The Superintendent of Schools shall inform the Board about specific assurances that may be required
in addition to those addressed in this policy, and will provide the required language for Board
adoption.

When the law requires the development and implementation of administrative procedures for
submitting state and federal financial reports, with specified time schedules, the Superintendent of
Schools and the Business Administrator/Board Secretary shall ensure that the staff has properly
completed the reports and that in each instance the reports have been submitted within the
specified time.

In particular, the Superintendent of Schools is responsible for assuring that the District is in
compliance with Education Department General Administrative Regulations (EDGAR) and all
persons responsible for following those administrative regulations shall be held accountable.

Drawdown of Federal Grant Funds

The New Jersey Department of Education (NJDOE) has implemented a reimbursement request
system of payment. The procedures as outlined in the NJDOE Policies and Procedures for
Reimbursement of Federal and Other Grant Expenditures shall be followed by this district in
submitting reimbursement requests.

Reimbursement requests by the Board Secretary/Business Administrator/designee shall be made
for individual titles and awards shall be made using the NJDOE’s Electronic Web-Enabled Grant
System (EWEG) system.

Reimbursement requests shall be made for individual titles and awards and only one
reimbursement request per month may be submitted for an individual title or award.
Reimbursement requests may only be for expenditures that have already occurred or will occur by
the last calendar day of the month in which the request is made.

The submission of a reimbursement request shall constitute a certification by the Board
Secretary/Business Administrator that the district has previously made the appropriate
expenditures and/or will make the expenditures by the last calendar day of the month in which the
request is made and that the expenditures are allowable and appropriate to the cost objective(s) of
the subgrant. Reimbursement requests must be in accordance with the approved grant
applications.
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The regular operating budget must include amounts anticipated to be received from state and/or
federal sources, and a listing of projects describing how this money will be spent. These
recommendations for expenditures will be approved by the Board before projects are submitted.

If additional amounts become available during the year, additional projects will be recommended
to the Board and, with its approval, added to the budget.

Maintenance of Effort

In order to comply with the requirements of the Elementary and Secondary Education Act of 1965
(20 U.S.C. 2701 et seq.) as amended by the No Child Left Behind Act of 2001, Section 1120A4(a),
the Board of Education will maintain a combined fiscal effort per student, or aggregate
expenditures, of state and local funds with respect to the provision of the free public education in
the Local Education Agency (LEA) for the preceding fiscal year that is not less than the required
amount of the combined fiscal effort per student, or the aggregate expenditures, for the second
preceding year.

Equivalence Comparability of Materials and Supplies

To be in compliance with the Elementary and Secondary Education Act of 1965 (20 U.S.C. 2701
et seq.) as amended by the No Child Left Behind Act of 2001, Section 1120A4(c), the Board of
Education directs the Superintendent of Schools to distribute curriculum materials and
instructional supplies to the schools in such a way that the equivalence of such material is ensured
appropriately within the school.

Supplement Not Supplant
Federal funds shall be used for supplementary services only and shall not be used to replace
services that the district would supply eligible pupils, if state and federal funds were not available.

Parent Participation
The district shall implement parent consultation and participation, advisory councils, etc., as
mandated for the specific program.
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Legal References

NISA

NJAC

18A:7F-1 et seq. Comprehensive Improvement and Financing Act of 1996
18A:7G-1 through -44 et al. Educational Facilities Construction and Financing Act
18A:11-1 General mandatory powers and duties

18A:34-1 Textbooks; selection; furnished free with supplies; appropriations
18A:38-7.7 through -7.14 Legislative findings and declarations (impact aid)
18A:54-20 Powers of board (county vocational schools)

18A:58-7.1 School lunch program

18A:58-7.2 School lunch program; additional state aid

18A:58-11 Emergency aid

18A:58-11.1 Loss of tuition to district due to establishment of regional district; state aid
for one year

18A:58-33.6 through -33.21 Additional State School Building Aid Act of 1970
18A:58-37.1 through -37.7 Textbook Aid to Public and Nonpublic Schools
18A:59-1 through -3 Federal aid

6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:14-1.1 et seq. Special Education

6A:23-5.1 et seq. State Aid

6A:23-8.1 et seq. Annual Budget Development, Review and Approval

6A:23A-5.3 Accountability Regulations

6A:26-1.1et seq. Educational Facilities

6A:27-8.1et seq. State Aid

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-14.1 Review of mandated programs and services

Abbott v. Burke, 149 N.J. 145 (1997)

Hawkins-Stafford Elementary and Secondary School Improvement Amendments of 1988
(Pub. L. 100-97)

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

Drug-Free Workplace Act of 1988

34 CFR 80 (7-1-05) monitoring districts' use of federal grant funds

Education Department General Administrative Regulations (EDGAR)

34 CFR Part 85, Government-wide Debarment and Suspension (non-procurement) and
Government-wide Requirements for Drug-Free Workplace (Grants)

34 CFR 200.1 et seq.

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.

Possible Cross References

3100, 3160, 3570, 3542.31
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The Board of Education shall charge and assess tuition for attendance in the schools of the district
pupils not entitled to receive a free public education in this district and whose enrollment has been
approved by the Board.

Tuition rates will be determined and approved annually and will represent the cost per pupil in
average daily enrollment in accordance with law. Rates will be published to the sender before the
beginning of the school year or before the pupil’s attendance commences.

The Board Secretary/Business Administrator shall be responsible for the assessment and collection
of tuition. Tuition billing will be made annually in advance of the period for which the billing is
made with payment on an approved schedule.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:38-3 Attendance in school by nonresidents
18A:11-1 Tuition of pupils attending schools in another district
18A:46-21 Tuition

Possible Cross References
5117.7, 5118, 6178
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The Board authorizes the imposition of fines for the loss, damage, or defacement of textbooks and
other instructional materials.

The Superintendent of Schools shall oversee preparation of a schedule of fines for lost or damaged
textbooks and/or equipment.

The Business Administrator shall ensure that funds collected as fees or fines are properly recorded
and safeguarded. The Superintendent of Schools shall be responsible for funds donated by the
Parent Teacher Association to the school and also those generated by student activities that are
deposited in the designated bank.

All charges to pupils shall be kept to a minimum. No pupil shall be caused to suffer
embarrassment because of financial inability to participate in any activity or project under control
of the district.

The Board, on recommendation of the Superintendent of Schools, shall approve reasonable
charges for admission to school-sponsored events.

Legal References
NJSA 18A:34-1 Textbooks; selection; furnished free with supplies; appropriations
18A:34-2 Care and keeping of textbooks and accounting
18A:37-3 Liability of parents or guardian of minor for damage to property
18A:58-37.3 Purchase and loan of textbooks
NJAC 6A:23-2.14 Student activity funds
6A:23-2.15 School store business practice
6A:23-6.6 Charge for textbook loss or damage
Ballato v. Long Branch Board of Education 1990 S.L.D. (August 20)
Possible Cross References
3453, 3517, 5131.5, 6153, 6161.3, 6200
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The Board of Education may authorize the sale, exchange, trade or other disposition of real or
personal property of the school district, when it is determined that it is no longer needed for school
purposes.

Real estate property shall be leased or disposed of by sale or otherwise, in accordance with law
and Board resolution. Property, the value of which does not exceed the legal limit in any one sale,
and property which consists of livestock or is perishable, shall be disposed of by the
Superintendent of Schools in such manner as will be in the public interest and benefit the school
district.

Property, the value of which exceeds the legal limit in any one sale and is neither livestock nor
perishable nor is to be sold to the United States, the State of New Jersey or to any body politic in
the state, shall be sold at public sale to the highest bidder in accordance with law.

All bids may be rejected if it is determined by the Board that doing so would be in the public’s
interest. Where the Board has rejected all bids, it may be re-advertised for subsequent public sale.
If at the second sale all bids are again rejected, the personal property may be sold without
additional public notice. In no event shall the negotiated price at a private sale be less than the
highest price of any bid that was rejected at the preceding two public sales, and in no event may
the terms or conditions of sale be changed or amended.

Any district property designated for donation or unsold after such offer may be offered without
cost to charitable or nonprofit organizations having a use for such property.

The Superintendent of Schools or designee shall develop procedures for the disposition of district
property which include:
A. The review of the continued usefulness of all property periodically;
B. Recommendation for Board designation of property for sale, donation or discard,
C. Rules for the disposition of property that ensure that all sales and donations are conducted
in a fair and open manner in accordance with the public interest.

Federally Funded Equipment and Property

When equipment and/or property procured with federal grant funds is no longer needed for the
original project, or is obsolete or unusable, it shall be disposed of in strict accordance with
applicable federal law and regulation.




Millville Board of Education
District Policy Manual

Business & Non-Instructional Operations Series 3000
Sale & Disposal of Books, Equipment & Supplies /
Sale, Licensing & Rental of Property Policy 3260/3270
Page 2 of 2
Textbooks

In accordance with NJSA 18A:34-3, the district will notify the NJ Department of Education
regarding any textbooks it intends to discard. It is the responsibility of the Department of
Education to create and maintain a statewide textbook database to facilitate the transfer of used
textbooks from one district to another.

Although textbooks published 10 years prior to the year the district wishes to discard them will not
be entered into this database, the district will take appropriate measure to share or recycle, if
applicable or dispose, if necessary those textbooks.

Textbooks published within 10 years may be recycled by the district to students, parents,
educational agencies, institutions, others, or by selling them or posted to the database.

The law regarding used textbooks does not apply to those textbooks that are “worn out or useless
due to damage or mutilation.” Such textbooks can be disposed of without posting, regardless of
publication date.

Legal References
NJSA 18A:7F-7(e) Appropriation by school district of undesignated fund balance; amounts

allowable
18A:18A-45 Manner and method of sale (personal property)
18A:20-2 Purchase and sale of property in general
18A:20-5 Disposition of property and title of purchaser
18A:20-6 Sale at public sale; exceptions
18A:20-7 Sale at fixed minimum prices; rejection of bids
18A:20-8.1 Transfer of land for vocational school purposes
18A:20-8.2 Lease of land, or part or all of school building not necessary for school purpose;
resolution; procedure
18A:20-9 Conveyance of unneeded real estate for nominal consideration; qualified recipients;
reversion
18A:20-9.1 Conveyance of certain sewer lines to a municipality
18A:20-9.2 Sale of school property to nonprofit schools for the handicapped
54:4-3.6 Exemption of property of nonprofit organizations

NJAC 6A:26-7.4 Approval for the disposal of land

Possible Cross References
3220/3230, 3280, 3440, 6171.3, 7110
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The Board of Education recognizes that individuals and organizations in the community may wish
to contribute money, supplies, equipment, or property to enhance or extend the district’s programs
and facilities.

Only the Board of Education may accept, for the school district, any bequest or gift or money,
property or goods. At the discretion of the Board, the gift may be used on a particular school
project.

All gifts (over) equal to $5,000 or of real property are subject to school board approval. The board
must approve acceptance of such gifts by a majority vote. The Board must also be notified of any
gifts denied by the district.

The Board may accept proposed gifts to the district only if they meet the following criteria. The
gift shall:
= Be for a purpose consistent with the mission, objectives and goals of the school district;
= Be appropriate to the best interest of students;
= Be subject to the normal curriculum approval process (if gift consists of curriculum
materials);
= Be in support of those programs deemed a priority of the district;
= Not create significant, ongoing inequity of programs and/or facilities available to students
within or between schools in the district;
= Not obligate the district to financial support or continuing costs without the Board
approval;
= Not unreasonably add to staff workload;
= Not place unreasonable restrictions on the school programs or district operations;
= Not imply endorsement of any business or product; and
= Comply with all provisions of Board policy, collective bargaining agreements, and district
standards and specification; and be in compliance with all Federal, State and local laws and
regulations.

In no event shall staff members or others make any commitment, obligation or offer in exchange
for any gift to the district.

All gifts, once accepted by the Board, except as otherwise agreed, shall become district property
and shall be accepted without obligation relative to use or disposal.

The Board reserves the right to refuse to accept any gift which does not contribute toward the
achievement of the goals of this district or the ownership of which would tend to deplete the
resources of the district.
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Any gift accepted by the Board or the Superintendent of Schools shall become the property of the
Board, may not be returned without the approval of the Board, and is subject to the same controls
and regulations as are other properties of the Board. The Board shall be responsible for the
maintenance of any gift it accepts, not including scholarships or memorial trust funds. Proposed
gifts of equipment must be reviewed and approved for safety in the same manner in which a
district-purchased is reviewed.

The Board will make every effort to honor the intent of the donor in its use of the gift, but reserves
the right to utilize any gift it accepts in the best interest of the educational program of the district.
In no case shall acceptance of a gift be considered to be an endorsement by the Board of a
commercial product or business enterprise or institution of learning.

In general, teachers are not empowered to receive gifts on behalf of the schools. Prospective
donors should be advised to consult the Superintendent of Schools.

The Board shall not take title to real estate in the event of a gift of same without prior approval as
required by law.

A letter of appreciation shall acknowledge all gifts accepted by the Board of Education. Such
appreciation shall in no case be considered as a testimonial or endorsement by the school system
of a product or enterprise.

Grants

Staff members are encouraged to seek out sources of grants and gifts, and bring them to the
attention of the Superintendent of Schools, who shall investigate the conditions of such grants and
gifts and make recommendations to the Board regarding the advisability of seeking and or
accepting them.

A complete budget breakdown must be submitted to the business office prior to drawing moneys
from the grant.

Solicitation of Gifts on District Websites

The availability of Internet access provides an opportunity for the district to raise funds for
specific educational causes through the websites of the district. These websites provide
information to individuals and groups about curriculum, instruction, school-authorized activities
and other general information relating to the schools and the district as a whole.

Information posted on these websites may, under specific and limited conditions, include the
solicitation of funds to support the mission of the school district.
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Guidelines for Solicitation on District Websites

Building and district administrators and the Technology Director are responsible for approval for
any and all additions and modifications to the district webpages. In addition, the following are
required guidelines that include, but are not limited to:

All posted information must comply with Board Policy 6142.10 — Acceptable Use of
Internet;

No commercial material, other than recognition of support, may be incorporated in the
posting;

No personal information (pictures, e-mail addresses, home addresses or phone numbers),
of staff members or students may be posted without written permission by the staff
member, adult student, or the parent/guardian of the students;

Published e-mail addresses are restricted to staff members or to a general group e-mail
address where arriving e-mail is forwarded to the responsible staff member or
administrator;

The posting may not include any statements that imply or state district or school
endorsement of other organizations, products or services;

Links to other websites are to be approved by the district Technology Director to ensure
that they are appropriate;

Copyright laws must be adhered to;

Webpage postings should be free of spelling and grammatical errors;

Documents posted may not contain objectionable material or point (link) to objectionable
material or websites, and;

All software used to create the posting must be approved by the Technology Director.

The Board of Education may be consulted by the Superintendent of Schools for final approval of
solicitations posted on the district websites as he/she deems appropriate.

Legal References

NJSA 18A:6-33.1 through -33.12 Incentive Grants

18A:18A-15.1 Payment for goods or services; funds received from a bequest, legacy or gift
18A:20-4 Acceptance and use of gifts

18A:20-11 through -16 Property devised in trust

18A:29A-1 through -7 Governor's Annual Teacher Recognition Act

18A:71A-1 et seq. Authority Structure and General Provisions

18A:71B-1 et seq. Student Financial Aid

18A:71C-1 et seq. Student Loans

NJAC 6A:26-7.4 Approval of land acquisition

Possible Cross References

1230, 3200, 3220/3230, 3453, 5126, 6163.1
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When the Board, due to unforeseen contingencies in the current account because of the receipt of
state aid, funds in advance of construction, etc., is holding unencumbered cash balances, such
funds shall be invested at interest.

Funds of the Board may be invested in bonds or other obligations of the United States, bond of
certain federal agencies as specified by law, bonds or obligations of county, municipality or school
district, and public depositories located within the boundaries of the State of New Jersey, provided
such depositories secure public funds in accordance with state law.

The Business Administrator/Board Secretary shall include in the monthly report to the Board
revenue of account of the previous month as well as all investment assets of the Board.

The use of student activities funds shall be limited to activities directly related to educational
functions sanctioned and authorized by the Board of Education. Organizations such as parent-
teacher associations or parent-citizen booster clubs, and groups that conduct events not sponsored
by the Board of Education shall be expected to account for funds separately.

Investment of Board funds is the responsibility of the Business Administrator/Board Secretary, as
governed by applicable statutes, provided that no commitment of this Board may be put in default.

Funds of the Board may be withdrawn from approved public depositories, or negotiable
instruments owned by the Board may be sold prior to maturity at the discretion of the Business

Administrator/Board Secretary acting within the law.

The interest earned on such investments shall be combined with the general revenues of the Board.

Legal References
NJSA 18A:17-34 Receipt and disposition of money
18A:20-37 et seq Investments

Possible Cross References
1314
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At its annual reorganization meeting or as necessary thereafter, the Board shall select one or more
banks or bank and trust companies to serve as the depository or depositories of school funds.

Upon recommendation of the Business Administrator/Board Secretary, the Board may change its
designated depositories.

Legal References
NJSA 18A:10-5 Organization meeting of the board
18A:11-1 General mandatory powers and duties
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The Board shall name the persons who are authorized to sign checks on its accounts at the annual
organization meeting and as becomes necessary during the year.

In order to expedite the signing of warrants issued by the district and to be signed by the official
designated by law, signature plates for use in a facsimile signature machine shall be purchased.
Such facsimiles shall be used only to sign approved warrants, and the plates shall be kept in safe
custody.

The Business Administrator/Board Secretary shall notify the depositories the facsimile signatures
will be used.

Legal References
NJSA 18A:10-5 Organization meeting of the board
18A:11-1 General mandatory powers and duties
18A:17:31 Treasurer of school moneys
18A:19-1 Expenditure of funds

Possible Cross References
3326.1, 9121, 9123, 9125
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The authority to spend money for district operations rests with the Board of Education, although
authority to purchase goods or engage services not covered by the Board-approved contracts may
be delegated within limits established by law and the Board.

The budget as approved by the voters constitutes the district spending plan for the year. The New
Jersey Administrative Code (NJAC) forbids the district to operate at a deficit. When expenditure
will overspend a line item within either current expense, capital outlay or debt service, available
funds may be transferred from another line item within the same category. This must be done by
Board resolution before the expenditure is made and requires approval by a 2/3 affirmative vote of
the authorized membership of the Board of Education.

The Board of Education shall not knowingly enter into a contract with any company that does not
subscribe to and implement an affirmative action policy.

If the district anticipates an over-expenditure of one of three major accounts - current expense,
capital outlay, or debt service - the procedures required by NJAC shall be initiated.

Legal References
NJSA 18A:4-14 Uniform system of bookkeeping

18A:11-1 General mandatory powers and duties
18A:17-9 Secretary; report of appropriations; custodial duties
18A:18A-7 Emergency contracts
18A:19-1 et seq Expenditures
18A:22-8.1 Transfer of funds
18A:22-8.2 Transfers prohibited

NJAC 6A:23 Finance and business services

Possible Cross References
3000, 3100, 3160, 3320, 3326, 3571, 3571.2
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The Board of Education wishes to establish and carry out a careful system of purchasing and
accounting to help provide an effective program of education while guarding against loss due to
carelessness, inefficiency, theft, or improper maintenance of records.

The duties of purchasing are to be centralized under the Business Administrator/Board Secretary,
who shall be familiar with and perform all activities within the limitations prescribed by law,
Board policy and legal opinions.

The Board of Education encourages the administration to:

A. Seek advantages in savings that may accrue to this district through cooperative pricing or
joint agreements for the purchase of work, materials or supplies with the governing body
of other contracting units within county or adjoining counties;

B. Evaluate any savings which might result from the purchase of any materials, supplies or
equipment under contracts entered into by the state treasury department, division or
purchase and property; and

C. Solicit contracts without competitive bidding if price quotations lower than the state
contract price are obtained as provided by law.

Nothing may be ordered by any school personnel without the approval of the Superintendent of
Schools.

The Business Administrator/Board Secretary shall be responsible for so informing all prospective
suppliers of work or materials.

Soliciting Prices/Bids and Quotations

Whenever the amount of the contract requires, by law, submission for bids, the Board of
Education shall authorize the Business Administrator/Board Secretary to initiate the bidding
procedure. Legal ads shall be placed and all bids shall be opened at the place and time designated
in the advertisement.

The Business Administrator/Board Secretary shall:
A. Analyze and tabulate all bids;
B. Bring recommendations and all supporting materials before the Board at its next regular
meeting.

Quotations shall be solicited when they are required by law. The Business Administrator/Board
Secretary shall maintain a file of all quotations.

The Board will make all final decisions, including, when advisable, rejection of all bids.
The Board Secretary/Business Administrator shall make every effort to obtain at least two and
preferably three bids for each prospective purchase.
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The Board of Education shall not knowingly enter into contract with any company that does not
subscribe to and implement an affirmative action policy. The Board of Education shall not enter
into any contract with a person, agency, or organization if it has knowledge that such person,
agency or organization discriminates on the basis of race, color, creed, religion, sex, ancestry,
national origin, age, social or economic status, or non-job-related handicap or disability, either in
employment practices or in the provisions of benefits or services to pupils or employees. The
district will seek bidders that who comply with the affirmative action requirements of the federal
and state governments and the policies of this district.

When emergency situations arise between Board meetings and funds are properly budgeted, the
Superintendent of Schools, in consultation with the Board Secretary/Business Administrator and
Board President shall be authorized to make such purchases as necessary. The Superintendent of
Schools shall be authorized to make such purchases in the Board Secretary/Business
Administrator’s absence.

Every transaction between a buyer and seller involving the transfer of property shall be by
purchase order or formal contract signed by both the Board Secretary/Business Administrator and
the Superintendent of Schools.

Specifications governing materials are a joint responsibility of the Superintendent of Schools and
the Board Secretary/Business Administrator.

Multiple Year Contract/Bid Cycle
The Business Administrator/Board Secretary will establish a multiple year contract/bid cycle, the
purpose of which is to ensure that the district is receiving the most efficient and economical
services available. These services consist of, but are not limited to:

= Auditing

* Food Service

= Transportation

= [nsurance

= Custodial

= HVAC
= FElectrical
* Plumbing

= Landscaping and Grounds
= Trash Removal
= Snow Plowing
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Legal References

NJSA

NJAC

10:5-1 et seq. Law Against Discrimination

18A:18A-1 et seq. Public Schools Contracts Law

18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

6A:7-1.8 Equity in employment and contract practices

6A:23-1.2 Definitions

6A:23-2.6 Supplies and equipment

6A:23-6.1¢t seq. Purchase and Loan of Textbooks

6A:23-7.1et seq. Management of Public School Contracts
6A:27-9.1et seq. Contracting for Transportation Services
6A:30-1.1et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

2224, 3300, 3326, 3327, 3570, 3571
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The Board has established a careful system of purchasing and accounting to help provide an
effective program of education.

Therefore, except as otherwise provided in these policies, no individual Board Member or member
of the administration or other district employee shall commit the Board to expenditures for which
the Board has not given prior approval.

In the event of emergencies requiring expenditures, the Superintendent of Schools shall act in the
best interests of the district and inform the Board at the earliest opportunity so it may act at the
next regular meeting.

Legal References
NJSA 10:5-1 et seq. Law Against Discrimination
18A:18A-1 et seq. Public Schools Contracts Law
18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

NJAC 6A:7-1.8 Equity in employment and contract practices
6A:23-1.2 Definitions
6A:23-2.6 Supplies and equipment
6A:23-6.1et seq. Purchase and Loan of Textbooks
6A:23-7.1et seq. Management of Public School Contracts
6A:27-9.1et seq. Contracting for Transportation Services
6A:30-1.1et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2224, 3300, 3326, 3327, 3570, 3571




Millville Board of Education
District Policy Manual

Business & Non-Instructional Operations Series 3000
Purchase Orders Policy 3322
Date Adopted: November 3, 2008 | Date Revised: August 31, 2009, November 15, 2010 | Page 1 of 2

The Board of Education establishes the following approval process for any remittance of payment
for invoice amounts greater than the approved purchase order issued by the Board
Secretary/Business Administrator:

1. The Board Secretary/Business Administrator shall identify and investigate the reason(s) for
any increase to a purchase order.

2. Ifitis determined that such an increase is warranted, the Board Secretary/Business
Administrator shall either approve a revision to the original purchase order with the
reason(s) noted, approve the issuance of a supplemental purchase order for the difference,
or cancel the original purchase order and issue a new purchase order.

3. [Ifitis found that such an increase is not warranted, the purchase order shall be canceled
and the returned to the appropriate vendor.

4. In no instance shall an adjustment be made to a purchase order that changes the purpose or
vendor of the original purchase order or a bid award price.

The Board Secretary/Business Administrator shall review on a monthly basis edit/change reports
listing all payments made in excess of the originally approved purchase order amount to ensure
that all payments made are properly authorized.
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Legal References

NIJSA

NJAC

10:5-1 et seq. Law Against Discrimination

18A:18A-1 et seq. Public Schools Contracts Law

18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

6A:7-1.8 Equity in employment and contract practices

6A:23-1.2 Definitions

6A:23-2.6 Supplies and equipment

6A:23-6.1et seq. Purchase and Loan of Textbooks

6A:23-7.1et seq. Management of Public School Contracts
6A:23A-6.10 Financial system and payment approval process
6A:27-9.1et seq. Contracting for Transportation Services
6A:30-1.1et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the
Equal Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

2224, 3300, 3326, 3327, 3570, 3571
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Written Price Quotations
When a single item or service or group of like times cost or exceed 15% of the bid threshold as
established by the Governor, two (2) written quotations are required.

Bid Process

When a single item or service or group of like times costs or exceeds the bid threshold as
established by the Governor, formal bid process through the Business Office is required.
Administrators are responsible for providing the Business Office with detailed specifications and a
list of vendors for each item or service being purchased.

The legal process takes four to six weeks from the date the Business Office receives the
specifications.

Other Items

The purchase of any single item or service not falling into one of the above categories must be
processed on a purchase order that has been authorized prior to purchase. This means that there
shall be no confirming purchase orders, except in the case of an emergency, and those shall be
authorized by the Board Secretary/Board Secretary prior to the commitment of any funds.

Approval
All copies of quotes and forms must be forwarded to the Board Office for approval before a

purchase order number will be authorized.

Legal References
NJSA 10:5-1 et seq. Law Against Discrimination
18A:18A-1 et seq. Public Schools Contracts Law
18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

NJAC 6A:7-1.8 Equity in employment and contract practices
6A:23-1.2 Definitions
6A:23-2.6 Supplies and equipment
6A:23-6.1et seq. Purchase and Loan of Textbooks
6A:23-7.1et seq. Management of Public School Contracts
6A:23A-6.10 Financial system and payment approval process
6A:27-9.1et seq. Contracting for Transportation Services
6A:30-1.1et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

Possible Cross References
2224, 3300, 3326, 3327, 3570, 3571
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Contracts shall be awarded to the lowest responsible bidder upon resolution of the Board unless
the Board chooses to reject all bids, to re-advertise, or to purchase under a state contract.

Whenever two or more proposals or bids of equal amounts are the lowest proposals or bids
submitted by responsible bidders, the Board of Education may award the contract to whichever
one of the lowest bidders it may determine.

The Board shall consider the advantages of entering into a contract for more than one year when
and as the law permits.

Multiple Year Contract/Bid Cycle
The Business Administrator/Board Secretary will establish a multiple year contract/bid cycle, the
purpose of which is to ensure that the district is receiving the most efficient and economical
services available. These services consist of, but are not limited to:

= Auditing

= Food Service

= Transportation

= [nsurance

= Custodial

= HVAC
= FElectrical
* Plumbing

= Landscaping and Grounds
= Trash Removal
=  Snow Plowing

Legal References
NJSA 18A:18A-1 et seq. Public Schools Contracts Law
18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

NJAC 6A:7-1.8 Equity in employment and contract practices
6A:23-1.2 Definitions
6A:23-2.6 Supplies and equipment
6A:23-7.1et seq. Management of Public School Contracts
6A:23A-6.10 Financial system and payment approval process
6A:27-9.1et seq. Contracting for Transportation Services

Possible Cross References
3320, 3323
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The Board of Education will authorize payment for goods and services.

Before warrants signed by the Board President and/or the Board Secretary/Business Administrator
may be issued in payment of bills or claims, the bill or claim must be properly audited and
approved according to law.

In general, bills or claims shall be audited by the Business Administrator/Board Secretary and
approved by the Board. However, in order to provide for the prompt payment to which vendors
are entitled, and which leads to more effective competitive bidding and provision of services to the
district, claims duly reviewed and recommended by the Superintendent of Schools for items
previously approved by the Board or provided for in the budget may be approved by the
Superintendent of Schools. Such payments shall be reported to the Board at the next regular
meeting.

Items not previously approved by the Board or provided for in the budget must be reviewed and
recommended by the Superintendent of Schools and presented for Board approval.

Legal References
NJSA 18A:19-1 Expenditure of funds on warrant only; requisites

18A:19-2 Requirements for payment of claims; audit of claims in general
18A:19-3 Verification of claims
18A:19-4 Audit of claims, etc., by secretary; warrants for payment
18A:19-4.1 Account or demand; audit; approval
18A:19-9 Compensation of teachers, etc., payrolls
18A:22-8.1 Transfer of amounts among line items and program categories

NJAC 6A:23-2.9 Petty cash funds
6A:23A-6.10 Financial system and payment approval process

Possible Cross References
3320, 3451,3453, 4142, 4242
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The Board of Education wishes to maintain good working relations with vendors who
supply materials and services to the school system. Constructive efforts by the
administration to seek the advice and counsel of vendors about how to improve such
relationships are encouraged.

In the schools, vendors shall be seen by appointment only. Vendors who call upon a
school shall be governed by Policy #1250 — Visits to the School. Teachers or supervisors
of instruction who have invited vendors to call should notify the school office in advance
so that proper courtesies may be extended.

No agents, canvassers, or vendors shall have access to teachers during their classes. No
business concern that solicits or gains business through the school system shall use
school facilities for this purpose.

All vendors, suppliers, contractors and/or any other business organizations that do
business with the Board of Education shall be registered with the State of New Jersey and
provide proof of that registration to the Business Administrator before the Board may
enter into a contract with that business. Proof of registration shall be in the form of a
copy of the “State of New Jersey Business Registration Certificate.” The Business
Administrator shall keep a copy of the registration certificate on file.

Affirmative Action

The Board of Education directs the Superintendent of Schools and/or the Business
Administrator to develop regulations that address the requirement of assurance that
vendors satisfy NJAC 6A:7-1.8(b) which states that the “Board of Education shall not
enter into any contract with a person, agency, or organization that discriminates on the
basis of race, creed, color, gender, religion, disability, or socioeconomic status, either in
employment practices or in the provision of benefits or services to the students or
employees” of the district.

All vendors shall supply assurances that they do not practice discrimination as described
in the administrative code. All vendors shall be informed that harassment of any kind of
district pupils or employees by their representatives is prohibited.
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Disbarred Vendors

When acquiring goods and services under federally sponsored programs, the district will
not contract with a vendor who is currently either debarred or suspended from doing
business with the Federal government. Prior to contract award, and in accordance with
Federal requirements, the district /charter school contracting specialist will check the
Federal Excluded Parties List System (EPLS) to ensure that the prospective contractor is
not found in the EPLS. Results from the EPLS search shall be made part of the purchase
order/contract documentation. Should a prospective vendor be found to be debarred or
suspended by the Federal government, the Board Secretary/Business Administrator’s
office will notify the Superintendent of Schools of this finding and will place a hold on
the supplier's registration within the district school financial system.

Legal References
NJSA 10:5-1 et seq. Law Against Discrimination

18A:6-8 Interest of school officers, etc., in sale of textbooks or supplies,
royalties
18A:11-1 General mandatory powers and duties
18A:12-2 Inconsistent interests or office prohibited
18A:12-21 et seq. School Ethics Act
18A:18A-1 et seq. Public Schools Contracts Law
18A:54-20 Powers of board (county vocational schools)
52:32-44 Business registration for providers of goods and services

6A:7-1.8 Equality in employment and contract practices
6A:23A-6.3 Accountability regulations

6A:28-1.1 et seq. School Ethics Commission

6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

Comprehensive Equity Plan, New Jersey State Department of Education

Possible Cross References
1250, 1313, 1330, 2224, 3320,4119.21, 4219.21, 9270
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Plans for the Building Trades House

January through February - Administrator in charge of Vocational Education and his staff will:

Select plans for next year's house.

Determine type of heating system, as per market conditions, and provide back-up
information supporting such selection.

Determine size of house, also by market demand and ability to complete on time.

March and April

Six completed (6) copies of plans, including lot number, amount of funds requested, and
all other back up information, then submit tot the Board Secretary by March 30" each year.
Board Secretary will submit to Board of Education for approval at April Board meeting.

May and June

Approved plans returned to the Administrator in charge of Vocational Education by May.
Director and staff prepare material list for each trade area involved.
Materials list to bed submitted to the Chief of Administrative Service, as per our
purchasing policy for bid preparation. (No later than May 20™) the following materials and
supplies will be bid each year.
= all masonry supplies and materials;
= all carpentry/cabinetry supplies and materials;
= all plumbing supplies and materials; and
= all electrical supplies and materials.
Quotes will be requested for the following items:
= sod
= portable sanitary facilities
= appliances — range, dishwasher
= Carpeting and other floor covering
= Evacuation work and hauling of vegetative matter
o There are often small items of a miscellaneous nature that, from time to time, need
to be purchased, and usually on an as need now basis. There will be charged to the
miscellaneous account set up for the house project.

Color selections (carpets, appliances, wood cabinets) shall be neutral as possible, so
that anyone's color preference can be used to decorate the remainder of the house.

Bids are to be advertised in a timely fashion, so that they are ready for board
approval at the regular June board meeting.
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July and August

Contracts awarded to successful bidders.
Supplies and materials to be ordered in a timely fashion, so work can begin on the first of
the school year.

Supplies and materials to be delivered to site in quantities that do not leave large amounts
of materials on the job for long periods of time.

Administrator in charge of Vocational Education obtains all necessary permits from city.

September through May

House is constructed by Vo-Tech teacher and classes.

House should be completed by last week in May.

Administrator in charge of Vocational Education to secure all warranty (H.O.W.) and other
needed materials and information needed for sale of house. (Deliver to School Business
Administrator)

Administrator in charge of Vocational Education shall account for, and assign surplus
materials to the appropriate high school building trades class. (Any materials that are
returnable shall be returned for credit.)

Open House to be held the second Saturday and Sunday of June

All materials for sale of house submitted to school business administrator. Includes
H.O.W. warranties.

Open public auction for the house, conducted by the School Business Administrator, the
Board Solicitor and the Administrator in charge of Vocational Education, held at 6:00 p.m.
preceding the regular meeting of the board of education in June.
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Legal References
NJSA 10:5-1 et seq. Law Against Discrimination
18A:18A-1 et seq. Public Schools Contracts Law
18A:19-1 et seq. Expenditure of Funds; Audit and Payment of Claims
52:32-44 Business registration for providers of goods and services (definitions)

NJAC 6A:7-1.8 Equity in employment and contract practices
6A:23-1.2 Definitions
6A:23-2.6 Supplies and equipment
6A:23-6.1¢t seq. Purchase and Loan of Textbooks
6A:23-7.1et seq. Management of Public School Contracts
6A:27-9.1et seq. Contracting for Transportation Services
6A:30-1.1et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2224, 3300, 3326, 3327, 3570, 3571
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In accordance with the provisions of P.L. 2013, C. 38, each employee of the district shall
have his/her net pay deposited in a banking institution in a checking account, savings
account or share savings account specified by the employee, as of the date specified in
the Board of Education Resolution authorizing direct deposit of employee net pay and/or
the date of the adoption of this policy.

Each employee shall notify the Payroll Department on the forms provided with the name
of the employee’s specified banking institution, account number and routing number for
direct deposit of the employee’s net pay funds.

The Payroll Department shall develop forms as may be necessary and to be used by
employees to specify the banking institution’s name, the specific account number and
routing number for direct deposit of the employee’s net pay funds.

The Board of Education shall make available all information concerning net pay, any
accompanying information approved for distribution with net pay, and W-2 forms in
accordance with applicable federal law, only on the district’s website with restricted

access for the employee only.

The Payroll Department shall develop and initiate necessary procedures to protect the
integrity and confidentiality of employee information relative to the provisions of this
policy.

The Board of Education mays, at its sole discretion grant an exemption from the
requirements adopted in accordance with such terms and conditions as the Board of
Education may deem necessary.

Legal References
NJSA 18A:16-9 Responsibility of board

18A:19-9 et seq Compensation of teachers; payroll
18A:66-19 Payroll deductions
18A:66-127 Employees agreement to reduce salary for purchase of annuity
18A:66-128 Reduction of salary for obtaining certain benefits
43:3C-9 Payroll deductions
52:18A:107 et seq, Payroll deductions
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The Board of Education recognizes that as a part of its responsibility for the financial operation of
the school district, all reimbursable expenses incurred by district employees and Board Members
may be subject to audit and scrutiny.

All travel by district employees and Board Members shall be educationally necessary and fiscally
prudent and all travel and expense reimbursements shall be:
1. Directly related to and within the scope of the employee’s and/or Board Member’s current
responsibilities;
2. For travel that promotes the delivery of instruction or furthers the efficient operation of the
school district; and
3. In compliance with NJ State travel reimbursement guidelines as established by the
Department of Treasury in NJOMB circular letter 06-02, except that those guidelines that
conflict with the provisions of Title 18A of the New Jersey Statutes shall not be applicable.

Reports Following Travel

Following any authorized and reimbursable travel, all employees are required to submit a report to
their immediate supervisors detailing the primary purpose for the travel and the key issues that
were addressed at the event and their relevance to improving instruction or the operation of the
school district within 10 working days of returning from the event. Board Members shall submit
similar reports to the Board President and the Board Secretary/Business Administrator by the next
regular Board Meeting.

Approved Types of Travel

1. Staff Training and Seminars — include all regularly scheduled, formal residential or non-
residential training functions, conducted at a hotel, motel, convention center, residential
facility, or at any educational institution or facility.

2. Conventions and Conferences — are distinct from formal staff training and seminars,
although some training may take place at such events. These are general programs,
sponsored by professional associations on a regular basis, which address subjects of
particular interest to an agency or are convened to conduct association business. The
primary purpose of employee and/or Board Member attendance at conferences and
conventions is the development of new skills and knowledge in a particular field related to
the educational program of the school district.

3. Regular District Business — includes all regular official business travel, including
attendance at meetings, conferences and any other gatherings that are not covered by the
definitions included above.

4. Retreats — includes meetings with school district employees and Board Members, held
away from the normal work environment at which organizational goals and objectives are
discussed. School district facilities shall be utilized for this type of event, if available.
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When used in these regulations, the term "transportation" is meant to include all necessary official
travel on railroads, airlines, buses, taxicabs, rental cars and other usual means of transportation.
The provisions of this section apply to all travel, whether for regular district business or
attendance at conventions, conferences, staff training and/or seminars.

Air Travel

Air travel is authorized when it is determined that air transportation is advantageous to the conduct
of district business. The most economical air travel must be used, including the use of discounted
and special rates. Charges for classes of service other than economy (i.e., Business or First Class)
are to be considered privileged and ineligible except when travel in such classes is less expensive
than economy, avoids circuitous routings or excessive flight duration and/or would result in
overall transportation cost savings.

Rail Travel
When it has been determined to be advantageous to the conduct of district business, the most
economical scheduling of rail travel is to be utilized.

Ground Travel

Necessary taxicab charges are permitted. However, travel to and from airports and downtown
areas should be confined to regularly scheduled shuttle service, whenever such service is less
costly than taxicab service. If shuttle service between the airport and downtown destinations is not
available, taxicabs may be used.

The district shall not bare the costs for car rentals, limousine services, and/or chauffeuring costs to
or during the event, as well as costs for employee attendance for coordinating other attendees’
accommodations at the event.

Transportation by Personal Vehicle (Mileage Basis)
Mileage is reimbursable according to the current contract rate, plus tolls and parking.

New contracts that specify a mileage reimbursement and that have an effective date of July 1,
2008 or later, must specify that the reimbursement rate shall be that stipulated in the OMB Travel
Circular. All district travel reimbursement shall also be in accordance with the rate stipulated in
the OMB Travel Circular. Tolls and parking fees are also reimbursable.

Reimbursement for travel to points outside of the state, by automobile shall be permitted when
such arrangements prove to be more efficient and economical than other means of transportation.
In determining the relative costs, all associated costs (i.e., tolls, taxicabs, airport or station transfer,
etc.) should be considered.
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Routing of Travel
All travel must be by the most direct, economical and usually traveled route. Travel by other
routes is allowed when official necessity is satisfactorily established in advance of such travel.

In any case where a person travels by indirect route for personal convenience, the extra expense
must be borne by the individual.

Reimbursement for expenses must be based only on charges that do not exceed what would have
been incurred by using the most direct, economical and usually traveled route.

Lodging, Accommodations, Meals and Miscellaneous Expenses

When travel is deemed necessary, district employees and Board Members may be reimbursed for
allowable and reasonable expenses for lodging, accommodations, meals and miscellaneous
expenses incurred. Annually, the Board of Education will establish reasonable and fiscally
responsible rates for lodging, accommodations and meals. Unless approved in advance by the
Board or the Superintendent of Schools, no expenses in excess of these rates will be eligible for
reimbursement.

One-day trips that do not involve overnight lodging are not eligible for a subsistence payment or
reimbursement as authorized in Department of the Treasury guidelines, except as otherwise
superseded by the following:

1. Per diem payment or reimbursement for lodging and meals will be actual reasonable costs,
not to exceed the federal per diem rates as established in the federal register for the current
year;

2. Lodging expenses may exceed the federal per diem rates if the hotel is the site of the
convention, conference, seminar or meeting and the going rate of the hotel is in excess of
the federal per diem rates. If the hotel at the site of the convention, conference, seminar, or
meeting and the going rate of the hotel is no longer available, lodging may be paid for
similar accommodations at a rate not to exceed the hotel rate for the event;

Detailed receipts are required for all hotel and meal expenses;

4. Payment or reimbursement is approved for the full cost of an official convention meal that
the employee and/or Board Member attends when the meal is scheduled as an integral part
of the convention or conference proceedings, If a meal is included in the registration fee,
the allowance for the meal is not eligible for reimbursement.

(98]

Documentation for Reimbursement of Expenses

In all cases, district employees and Board Members shall complete a voucher for any and all
expenses being submitted for reimbursement, along with original, dated receipts for these
expenses.

The Board directs the Business Administrator/Board Secretary to review all expenses submitted
for reimbursement by district employees and Board Members to ensure that they are reasonable
and fully documented according to the provisions of this policy.
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Filing of Documentation

The Board of Education requires that detailed documentation demonstrating compliance with this
policy, including travel approvals, reports and receipts for all school district funded expenditures,
as appropriate, shall be maintained on file with the Board Secretary/Business Administrator.

Reimbursement

Reimbursement will only be made upon demonstrated compliance with this policy provisions and
approval requirements. The Board of Education will not ratify or approve payments or
reimbursements for travel after completion of the travel event.

No employee of the Board of Education or Board Member shall receive an amount for travel and
travel-related expenses in advance of the travel pursuant to NJSA 18A:19-1 et seq.

Conlflict of Interest

A Board Member shall recuse himself/herself from voting on travel if the Board Member, a
member of his/her immediate family, or a business organization in which he/she has an interest,
has a direct or indirect financial involvement that may reasonably be expected to impair his/her
objectivity or independence of judgment.

No Board Members shall act in his/her official capacity in any matter in which he/she or a member
of his/her immediate family has a personal involvement that is or creates some benefit to the
school official or member of his immediate family or undertake any employment or service,
whether compensated or not, that may reasonably be expected to prejudice his/her independent
judgment in the execution of his/her official duties.

Annual Review

As a part of the annual budget making process, the Board Secretary/Business Administrator shall
determine and the Board will approve a maximum expenditure amount allotted for travel and
expense reimbursement for district employees and Board Members. In establishing this maximum
expenditure amount, the Board Secretary/Business Administrator will take in to consideration that
costs vary depending on the location of the off-site event. Following the adoption of the
maximum annual expenditure for the district, should it become appropriate, the Board may alter
the established maximum expenditure due to unforeseen costs.

The Board of Education may, at its discretion, approve at any time prior to an event, travel for
multiple months as long as the Board approval, as detailed in the minutes of an official meeting of
the Board, itemizes the approval by event, total cost, and number of employees and/or Board
Members attending the event. General or blanket pre-approval for travel is not authorized.
Approval shall be itemized by event, event total cost, and number of employees and/or Board
Members attending the event.

Any person who approves any travel in violation of this policy shall be required to reimburse the
district in an amount equal to three (3) times the cost associated with attending the event
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An employee or Board Member who travels in violation of this policy shall be required to
reimburse the district in an amount equal to three (3) times the cost associated with attending the
event.

Exclusions

Any travel caused by or subject to contractual provisions, other statutory requirements of federal
regulatory requirements or travel that does not otherwise comply with the requirements set forth in
this policy, but that is deemed by the Board to be necessary or unavoidable shall be excluded from
the requirements of this policy. In such cases, the reason(s) for such exclusion shall be clearly set
forth in detailed documentation and approved by the Board of Education.

Legal References
NJISA 18A:2-1 Power to effectuate action

18A:4-23 Supervision of schools; enforcement of rules and 24 Determining efficiency of
schools; report to state board
18A:11-1 General mandatory powers and duties
18A:12-4 Compensation of members
18A:12-24 School Ethics Act and 24.1 Code of Ethics
18A:54-20 Powers of board (county vocational schools

NJAC 6A:23B-1.1 et. seq. Travel and Related Expense Reimbursement (Non-Abbott Districts)
6A:23A-5.9 Out of state and high cost travel

P.L.. 2005, ¢.132 Appropriations Act

P.L. 2007, c. 52 District accountability measures

NJ Department of Treasury NJOMB Circular A-87

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3300, 3330, 3571, 4131/4131.1, 4233, 4231/4231.1, 4233, 9200, 9250, 9270
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The school district shall use a standard accounting system as legal in the State of New Jersey and
recommended by the School Auditor.

All activity accounts in the school year are to be administered under the supervision of the Board
Secretary/Business Administrator.

The accounting system shall be established according to state guidelines and reviewed by the

auditor and include all generally accepted accounting practices considered necessary. These
practices provide that all revenues of moneys shall be deposited intact in the bank within 24 hours

of receipt.

No payments are to be made from these monies in cash.

Payments are to be made only by check.

Legal References
NJSA 18A:4-14 Uniform system of bookkeeping for school districts
18A:17-8 Secretary; collection of tuition and auditing of accounts
18A:17-35 Records of receipts and payments
18A:22-8 Contents of budget; program budget system
18A:34-2 Care and keeping of textbooks and accounting

NJAC 6A:23-2.1 et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts
6A:23-8.1 et seq. Annual Budget Development, Review and Approval

Handbook 2R2 - Financial Accounting for Local and State School Systems
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3100, 3326, 3450, 3451, 3453, 3570, 3571, 3571.4
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The Business Administrator/Board Secretary shall maintain an accurate and complete inventory of
all buildings, fixed equipment and contents, and their value, in order to offer proof of loss in the
event of an insurance claim and to provide a continuous chain of accountability.

Major discrepancies in inventories which are not resolved by proper accounting procedures shall
be reported to the board.

The Business Administrator/Board Secretary shall determine when it is necessary to hire an
outside service to assist in appraisal.

Legal References
NJSA 18A:11-2 Power to sue and be sued; reports; census of school children
18A:17-9 Secretary; report of appropriations, etc.; custodial duties, etc.
18A:4-14 Uniform system of bookkeeping for school districts

NJAC 6A:23-2.1 et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts

Possible Cross References
3530, 3570
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All funds from athletic events or other activities of pupil organizations collected by school district
employees and by pupil treasurers under the auspices of the Board shall be handled and accounted
for pursuant to prudent business procedures and rules of the State Board of Education.

The Principal/designee shall be responsible for the receipt and deposit of all funds collected in the
school and shall administer an accounting system for all such moneys.

In no case shall money be left overnight in the schools except in the school safe provided for
safekeeping of valuables.

The school cannot assume responsibility for money left in an individual teacher’s classroom
overnight. Money brought to the school office must be handled directly to the secretary.

Lost money shall be replaced by the person responsible.

Legal References
NJSA 18A:17-34 Receipt and disposition of moneys
18A:19-13 Petty cash funds
18A:19-14 Funds derived from pupil activities
18A:23-2 Scope of audit

NJAC 6A:23-2.9 Petty cash fund
6A:23-2.14 Student activity funds
6A:23-2.15 School store business practices

Possible Cross References
3250, 3293, 3400, 3451, 3453, 3571,3571.4,5136, 6145.4
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The Board of Education authorizes the establishment of petty cash funds in accordance with this
policy and directs the implementation of appropriate controls to protect the funds from abuse.

The Board will establish petty cash funds and name custodians and amounts annually.

Petty cash funds may be disbursed only for the immediate payment of comparatively small
expenditure and may not be used to circumvent the regular purchasing procedures of this district.
The Board of Education, in consultation with the Board Secretary/Business Administrator shall
annually establish a maximum single expenditure amount permitted from any petty cash fund.

Each request for petty cash funds must be in writing and must be signed by the person making the
request. Supporting document, if any, will be affixed to the request.

The custodian of a petty cash fund shall submit a request the Board Secretary/Business
Administrator for replenishment when the moneys available in the fund have declined to 50% or
less than the authorized amount of the fund. The Board Secretary/Business Administrator shall
prepare a voucher for approval by the Board. The voucher will include disbursement slips to
support the amount of the replenishment and its allocation to any account.

The petty cash must be secured daily. All petty cash funds will be closed out for audit at the end
of the school year, and unused funds will be returned to the depository. The custodian of each
petty cash fund will report to the Board on amounts disbursed from the fund not less than once per
year.

Legal References
NJSA 18A:19-13 Petty cash funds
18A:23-2 Scope of audit

NJAC 6A:23-2.9 Petty cash fund

Possible Cross References
3320, 3326, 3571, 3571.3
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The Board of Education directs the establishment of an athletic fund for he financial
administration of an interscholastic athletic program and game officials. Moneys may be collected
and disbursed only for the interscholastic athletic program duly approved by the Board of
Education.

The Athletic Director shall be responsible for he administration of the athletic fund.

The fund will be audited annually and will be administered under appropriate accounting controls.
The books of account will include income and expenses separately for each approved athletic
program.

All gate receipts must be turned in to the Athletic Director within 24 hours of collection and must
be deposited on the day they are received.

Legal References
NJSA 18A:19-13 Petty cash funds
18A:19-14 Funds derived from pupil activities
18A:23-2 Scope of audit

NJAC 6A:23-2.1et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts

Possible Cross References
3280, 3450, 3571, 3571.4, 5136
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The Board hereby authorizes the establishment and maintenance of a student activities account at
each school. The Building Principal shall be responsible for the proper administration of the
financial activities of each student activity account in his/her assigned school and in accord with
the provisions of state law and appropriate school district accounting practices and procedures.

All monies collected shall be deposited in the student activities account shall have the signature of
the faculty sponsor and the Building Principal or designee responsible for the student activities
account. The Business Administrator shall oversee the account in accordance with the New Jersey
Administrative Code.

The student activity fun will include moneys collected for and dedicated for, but not limited to,
student government, clubs, publications, school trips, the school band and orchestra, and other
activities.

All funds collected must be turned in to the school office within 24 hours of collection and must
be deposited on the day they are received.

The annual school district audit shall include an audit of student organization funds. Payment for
the audit shall be made from district funds.

Reserves may be carried over from year to year as necessary for the beginning of the following
year’s operation.

Moneys raised by student organizations must be expended for the benefit of students. The
Superintendent of Schools or designee shall be responsible for developing guidelines for the
accounting of student activities funds within each school.

All moneys accumulated in the account of a specific class or activity will, upon the graduation of
that class or the discontinuance of the activity, revert to the student activity fund.

Legal References
NJSA 18A:19-13 Petty cash funds
18A:19-14 Funds derived from pupil activities
18A:23-2 Scope of audit

NJAC 6A:23-2.1et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts

Possible Cross References
3280, 3450, 3571, 3571.4, 5136
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September 21, 2009

The Superintendent of Schools, Business Administrator and Facilities Manager shall develop a
multi-year comprehensive maintenance plan for Board approval, to be updated annually.

In addition, the Superintendent of Schools shall develop and implement a maintenance program
that shall include:

A. A regular summer program of facilities repair and conditioning;

B. Critical spare parts inventory where necessary;

C. A long-range program of building maintenance

Work Order System
The school district shall have an automated work order system by July 1, 2010 for prioritizing,
performing and recording all maintenance and repair request for all district buildings and grounds.

A. The Superintendent of Schools or designee shall establish in the standard operating
procedures for business functions the approval and prioritization of work order requests
which take into account the health and safety of building occupants, priorities and
objectives established annually to carryout the district Strategic Plan, the need for the work
requested, and other factors the district deems appropriate.

B. The work order system shall include the following information for a request for work
before work begins, except in an emergency where the work is necessary to correct a
situation that poses an imminent threat to the health or safety of students and/or staff:

1. The name of the person making the request;

The date of the request;

The appropriate approval(s) as established by Standard Operating Procedure (SOP);

The date of approval(s);

The location of work requested;

The priority level (for example, urgent, high, average, low);

The scheduled date(s) of service;

The trade(s) needed such as general maintenance worker; custodian; carpenter;

plumber; electrician; heating, ventilation and air conditioning (HVAC); grounds;

roofer; masonry; glazer; other;
9. A description of the work requested;
10. A projection of the materials and supplies needed for the work;
11. The estimated man hours needed to complete task;
12. The name of the work order assigner; and
13. The name of the employee(s) working on the order.

C. The work order system shall include the following close-out information for

each request for work:

e A il
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1. The actual hours worked by date for each assigned staff member;

2. The actual hourly rate paid, both regular and over-time, for each assigned staff
member;

3. The aggregate cost of labor by regular, over-time and total;

4. The actual materials and supplies needed to complete the work order;

5. Actual cost of materials and supplies; and

6. The name of the employee responsible for attesting that the job was completed

satisfactorily.

. Except where prohibited by collective bargaining agreement, the SOP shall require for any
work, which cannot be completed during regular working hours by the needed completion
date, an assessment of the cost-benefit of outsourcing any such work in excess of the quote
threshold as determined under NJSA 18A:18A-37.

. Where, according to the assessment, the cost of outsourcing work is less than the in-house

estimated cost of labor, at over-time rates, and materials for the
same work, the work shall be outsourced provided the work can be contracted
in accordance with NJSA18A:18A-1 et seq., completed by the projected
completion date contained in the prioritized work order system and does not
violate the terms of the collective bargaining agreement for maintenance
workers and/or custodians.

F. The Business Administrator in consultation with the supervisor
responsible for this work shall conduct an analysis of the information in the
work order system no later than February 1* of the prebudget year for
consideration during budget preparation. The analysis should include
productivity of staff as a whole and individually, significant variations between
estimated labor time and materials and actual labor time and materials, unusual
trends for like projects and other factors that will improve productivity and
efficiency.

Legal References

NIJSA

NJAC

13:1F-19 through -33 "School Integrated Pest Management Act"

18A:17-49 through -52 Buildings and grounds supervisors to be certified educational facilities
managers

18A:22-8 Contents of budget; program budgeting system

34:5A-1 et seq. Worker and Community Right to Know Act

34:6A-25 et seq. New Jersey Public Employees Occupational Safety and Health Act
5:23 Barrier free subcode of the uniform construction code

6A:26-12.1 et seq. Operation and Maintenance of Facilities

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-12.1 Reporting requirements

7:30-13.1 et seq. Integrated Pest Management

Possible Cross References

3000/3010, 3516, 7110, 9130
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Equipment purchased by the Board of Education is intended for support of the educational
program.

The Superintendent of Schools shall oversee the maintenance of all district educational and non-
educational equipment in safe working condition. No employee or pupil shall use equipment that
is found in an unsafe condition. Equipment use during school hours shall be properly supervised
by appropriate teaching staff.

The administration shall develop procedures for providing routine maintenance by outside
contractors for specialized or complicated equipment as necessary and for utilizing local
maintenance employees whenever feasible and economical for maintenance and repair of furniture
and less specialized equipment.

Specific items of equipment shall not be loaned or rented for community use or use by employees
unless a written request is made to and approval granted by the Superintendent of Schools. Such
use shall be for the benefit of the educational program of the district or in instances in which the
community as a whole benefits.

Under no circumstances shall district owned equipment be loaned to employees or community
members for their personal use.

The user of district-owned equipment shall be fully liable for any damage or loss occurring to the
equipment during the period of its use. He/she shall be responsible for its safe return.

When equipment authorized for loan requires the services of an operator, the user shall employ the
services of a person designated by the district and shall pay such costs as have been set for his/her
hire.

The Board shall not be responsible for any loss, damage or injury or expense that may arise during
or be caused in any way by such use of district equipment.

School equipment may be removed from school property by pupils or staff members only when
such equipment is necessary to accomplish tasks arising from their school or job responsibilities.
The consent of the Superintendent of Schools is required for such removal.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:20-34 Use of schoolhouse and grounds for various purposes
18A:54-20 Powers of board (county vocational schools)
NJAC 6A:26-12.2 Policies and procedures for school facility operation
Possible Cross References
1330, 1410, 3250, 3510, 3516, 4143, 4147, 4243, 4247, 5142
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The Board of Education has the responsibility through the Superintendent of Schools to supervise
and monitor the performance of district equipment, facilities and property to ensure their proper
use so as to attain the educational goals of the district.

To that end, no guest on district property or district student or employee may use district
equipment, facilities or property for any illegal conduct or for conduct or purposes in violation of
district policies or assigned job duties. The administration shall have the authority to supervise
and monitor all district equipment, facilities and property in order to implement this policy.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:20-34 Use of schoolhouse and grounds for various purposes
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:26-12.2 Policies and procedures for school facility operation

Possible Cross References
1330, 1410, 3250, 3510, 3516, 4143, 4147, 4243, 4247, 5142
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Weekend Use of Building

Permit continued use of buildings during weekends, but at reduced temperatures. Those
organizations using the buildings weekends will be advised that the temperatures will be reduced.

Evening Use of School Buildings
Educational programs taking place at night in school buildings will be continued. Night use of
buildings by outside groups at reduced temperatures.

Student Transportation
Bus contracts are presently set up for the year, based upon 1 1/2 mile for elementary students and
2 miles for high school students, except for hazardous conditions.

Student Driving
Encourage students to ride school buses, rather than drive private cars

Car Pools
Encourage car pools for administrators and staff

Pupil Transportation
Our present pupil transportation is set up on the basis of the efficient use of load capacities and
routes.

Temperatures
Maintain temperatures so as to save energy but not jeopardize the health of staff and pupils.

Lighting
Reduce lighting in each building where possible, by using alternate light in corridors and turning
lights off in unused spaces.

Superintendent
The Superintendent is authorized to make policy adjustments as necessary in maintaining a sound
educational program.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:20-34 Use of schoolhouse and grounds for various purposes
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:26-12.2 Policies and procedures for school facility operation

Possible Cross References
1330, 1410, 3250, 3510, 3516, 4143, 4147, 4243, 4247, 5142
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Tobacco Use & Possession
No student, faculty/staff member or school visitor is permitted to use any tobacco
product:

* In any building, facility, or vehicle owned, leased, rented or chartered by the
district;

* On any school grounds and property—including athletic fields and parking
lots—owned, leased, rented, utilized (e.g., adjacent parking lots)or chartered
by the Board of Education;

= At any school-sponsored or school-related event on-campus or off-campus
(e.g., field trips, proms, sporting events off campus, etc).

In addition, school district employees, school volunteers, contractors or other persons
performing services on behalf of the school district (e.g., bus drivers) also are prohibited
from using tobacco products at any time while on duty in accordance with their contracts
or in the presence of students, either on or off school grounds.

Further, no student is permitted to possess a tobacco product while in any school
building, while on school grounds or property or at any school-sponsored or school-
related event, or at any other time that students are under the authority of school
personnel.

Definition of Tobacco Products & Tobacco Use

For the purposes of this policy, “tobacco product” is defined to include but not limited to
cigarettes, cigars, blunts, bidis, pipes, chewing tobacco and all other forms of

smokeless tobacco, rolling papers and any other items containing or reasonably
resembling tobacco or tobacco products (excluding quit products). “Tobacco use”
includes smoking, chewing, dipping, or any other use of tobacco products.
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Prohibition of Smoking by Pupils

A. Pupils are not permitted to smoke at any time in school buildings, or anywhere
within school boundaries, or on school buses, or when on a school-sponsored trip
or activity off school premises.

B. Pupils are not permitted to possess tobacco products or smoking paraphernalia
while on school property.

C. Pupils who are found exhaling smoke or possessing tobacco products or smoking
paraphernalia shall be subject to school discipline codes approved by the Board of
Education.

Compliance for Students

In recognition that tobacco use is a public health issue and that tobacco is a gateway drug
and highly addictive, the Board of Education recognizes that intervention rather than
punishment is the most effective way to address violations of this policy. Students who
violate the school district’s tobacco-use policy will be referred to the student assistance
counselor (SAC), guidance counselor, a school nurse, or other health or counseling
services for all offenses for health information, counseling, and referral. Administration
will consult with appropriate health organizations in order to provide student violators
with access to an Alternative-to-Suspension (ATS) program. The ATS program will
provide up-to-date information on the many consequences of tobacco use, offer
techniques that students can use to stop tobacco use at school, and provide referrals to
local youth tobacco cessation programs.

Parents/guardians will be notified of all violations and actions taken by the school.
Schools may also use community service as part of the consequences. Ordinarily, and
consistent with a wellness strategy, suspension will only be used after a student has three
or more prior violations or refused to participate in other outlined measures.

Prohibition of Smoking for Persons Other Than Pupils
A. No person is permitted to smoke at any time in any building, on any school
property or any school vehicle owned by the Board of Education.
B. Sanctions for violations
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= First offense: Issuance of a verbal warning, documented in writing, if
address of the offender is known. For employees the warning will include
a suggestion to participate in a smoking cessation program.

= Second offense: Issuance of a written warning if the offender’s address is
known. For employees this written warning will be placed in the
personnel file.

= Third or more offenses: Written complaint to the local Board of Health
and/or municipal court/prosecutor. If the offender is an employee of the
complainant, the documentation will be placed in the personnel file.

Compliance for Faculty, Staff, and Visitors

As with students, intervention rather than punishment is the most effective way to address
adult violations of this policy. Faculty or staff who violate the school district’s tobacco-
use policy will be referred to the Employee Assistance Program (EAP) or a tobacco
cessation program. Employees who repeatedly violate the policy or do not comply with
intervention or cessation referrals may be subject to consequences in accordance with
district policy and their contract. Visitors using tobacco products will be informed about
the policy and asked to refrain while on school property. Visitors who continue to violate
the policy will then be asked to leave the premises. Law enforcement officers may be
contacted to escort the person off the premises or cite the person for trespassing if the
person refuses to leave the school property.

Employees who fail to comply with NJSA. 26:3D-15 and this policy are subject to
standard employee discipline procedures, in addition to the sanctions noted in B(1-3)
above.

The Superintendent of Schools and/or designee, is authorized to report violations, in
accordance with the law to the County Board of Health and/or local municipal
court/prosecutor.

Signs and Reminders
A. Signs will be posted in a manner and location that adequately notify students,
faculty/staff and visitors about the Comprehensive Tobacco-Free School Policy.
B. At the beginning of activities that involve large numbers of visitors (e.g. athletic
events, concerts, awards, ceremonies) an announcement will be made which state
that smoking is prohibited in this building or on these grounds.
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Opportunities for Cessation

The administration will consult with the county health department and other appropriate
health organizations (e.g., American Lung Association, American Cancer Society, etc.) to
provide students and employees with information and access to support systems,
programs and services (e.g., NJDHSS Quitline 1 866 NJSTOPS (657-8677) and
njquitline.org) to encourage them to abstain from the use of tobacco products.

Prevention Education

The administration will consult with appropriate health organizations to identify and
provide programs or opportunities for students to gain a greater understanding of the
health hazards of tobacco use and the impact of tobacco use as it relates to providing a
safe, orderly, clean and inviting school environment.

Procedures for Implementation

The administration will develop a plan for communicating the policy that may include
information in student and employee handbooks, announcements at school-sponsored or
school-related events, and appropriate signage in buildings and around campus. A
process that identifies intervention and referrals for students, faculty/staff, and visitors
who violate the policy will be created and communicated to all students, faculty/staff and
parents.

Prevention Education for Students

The Board of Education will enforce the laws of New Jersey requiring a program of drug,
alcohol, steroid, and tobacco education. The Superintendent of Schools shall prepare and
submit to the Board of Education for its approval a comprehensive curriculum for such
instruction in grades seven through 12 offering a minimum of 10 clock hours per school
year of alcohol and other drug education in accordance with department of education
chemical health guidelines, pursuant to NJSA 18A:40A-1 et seq. Drug, alcohol, steroid,
and tobacco education shall be integrated with the health curriculum

Faculty Education & Inservice Training

All district personnel shall be alert to signs of tobacco use by pupils and shall respond to
those signs in accordance with procedures established by the Superintendent of Schools
of schools. The Board of Education will provide inservice training to assist teaching staff
members in identifying the pupil who uses tobacco and in helping pupils with
tobacco-related problems in a program of rehabilitation. The Superintendent of Schools
will ensure that all district employees receive annual inservice training to make them
aware of their responsibilities in accordance with Board of Education policies and NJAC
6A:16-3.1.
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Legal References
NJSA 26:3D-55 et seq. New Jersey Smoke-Free Air Act
30:5B-5.3 Smoking in child care centers prohibited

NJAC 6A:16-1.3 Definitions
6A:16-3.1(a)7 Establishment of comprehensive alcohol, tobacco and other drug abuse
programs
6A:26-1.2 Definitions
6A:26-12.2(a)4 Policies and procedures for school facility operation

No Child Left behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.

Possible Cross References
1250, 1330, 4119.23, 4219.23, 5131.6
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It is the intention of the Board of Education to implement a safety program which is designed to protect
and safeguard its pupils and employees; to set standards of safety and delineate procedures designed to
maintain these standards; and to develop procedures to be following in case of accident or other
physical incapacitation.

The Superintendent of Schools and Business Administrator/Board Secretary shall prepare rules
and programs for safety and the prevention of accidents; instruct pupils in safety and accident
prevention; provide protective devices where they are required for the safety or pupils and
employees; and provide suitable and safe equipment where such equipment is necessary for the
conduct of the educational program and the operation of the school.

The rules and programs shall include but not be limited to; pupil safety in school; employee job safety;
vehicle safety programs; care of injured pupils; plant safety emergency procedures; pupil traffic safety
in transit to and from school; and eye protection. They shall address minimum requirements of law
and the applicable rules and regulations of various departments of state government along with the
guidelines mandated by the annual insurance report and this policy.

The Superintendent of Schools and Business Administrator/Board Secretary shall be responsible
for the promulgation of such rules to all personnel concerned.

Use & Storage of Hazardous Substances
The Board of Education shall not allow the use of any hazardous substances in or on any of the
buildings or grounds of this district when children are present, except in emergencies.

For the purposes of this policy, “hazardous substance” means any substance, or substance in a
mixture, included on the hazardous substance list developed by the Department of Health and
Senior Services pursuant to the "Worker and Community Right to Know Act," P.L.1983, ¢.315
(C.34:5A-1 et seq.).

In accordance with NJSA 34:5A-10.1, "hazardous substance" shall not include:
1. Any article containing a hazardous substance if the hazardous substance is present in a
solid form which does not pose any acute or chronic health hazard to any person exposed
to it;
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2. Any hazardous substance constituting less than one percent of a mixture unless the
hazardous substance is present in an aggregate amount of 500 pounds or more in a
container in a public school building;

3. Any hazardous substance which is a special health hazardous substance constituting less
than the threshold percentage established by the Department of Health and Senior Services
pursuant to P.L..1983, ¢.315 (C.34:5A-1 et seq.), for that special health hazardous
substance when present in a mixture;

4. Any hazardous substance present in the same form and concentration as a product
packaged for distribution and use by consumers and which is not a product intended
primarily for commercial use;

Any fuel in a motor vehicle;

Tobacco or tobacco products;

Wood or wood products;

Foods, drugs, or cosmetics;

Hazardous substances which are an integral part of a building's structure or furnishings;

. Products which are personal property and are intended for personal use; and,

. Any substance used in the routine maintenance of a school building or its grounds, any
substance used in a classroom science laboratory, any substance used in a school
occupational training facility, including laboratories and shops, and any substance used in
the normal operation of the classrooms or administrative offices of a public or private
school or child care center, including any substance used in the heating or cooling of the
school.
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If any hazardous substance is stored on any school site, the Superintendent of Schools shall make
available the hazardous substance fact sheet for that substance to any one who requests it.

At least two days prior to the start of any construction activity involving hazardous substances, the
district shall post on a bulletin board at the school a notice that such activity will take place. The
notice will state the activity to be conducted and the hazardous substance(s) to be used.

Soil Contamination on School Property

The administration shall ensure that notice of soil contamination on school property is provided.
Notice will be provided to each parent or guardian of a student enrolled at the school, and to each
staff member of the school.
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Notice will be provided within 10 business days of the discovery of the soil contamination, when
the contamination is found by the Department of Environmental Protection or a licensed site
remediation professional to exceed the department’s direct contact soil remediation standards for
residential use.

The notice shall include:
1. A description of the soil contamination and the conditions under which a student or staff
member may be exposed to the contamination;
2. A description and timetable of the steps that have been taken and will be taken to ensure
that there is no contact by any student or staff member with the contamination;
3. A description and timetable of the steps that have been taken and will be taken to
remediate the soil contamination.

The notice may be provided by:

Written notice sent home with the student and provided to the staff member;
Telephone call;

Direct contact;

Electronic mail.

el S

The district shall also post a copy of the notice in a conspicuous location near the site of the
contamination to notify any other users of the school grounds of the existence of the
contamination.

Implementation

Rules and procedures implementing this policy shall be reviewed and adopted by the Board of
Education as required by law and shall be disseminated to staff and pupils annually, and whenever
any changes are made.
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Legal References
NJSA 18A:6-2 Instruction in accident and fire prevention

18A:11-1 General mandatory powers and duties
18A:17-42 et seq. Public School Safety Law
18A:40-12.1,-12.2 Protective eye devices required for teachers, pupils and visitors
in certain cases
18A:41-1 et seq. Fire Drills and Fire Protection
18A:54-20 Powers of board (county vocational schools)
34:5A-1 et seq. Worker and Community Right to Know Act

NJAC 5:23 Barrier free subcode of the uniform construction code
6A:16-1.4 District policies and procedures
6A:19-10.1 et seq. Safety and Health Standards
6A:26-1.1et seq. Educational Facilities
6A:26-12.1et seq
6A:27-12.2 Accident reporting
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-12.1 Reporting requirements

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
5141.1, 5142, 5142.1
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Police Informant on School Property

Chapter 39 of the NJSA provides as follows:

39:4-1 The provisions of this chapter to the drivers of vehicles on the highways shall also
apply to the drivers of all vehicles owned or operated by this state, the United States, any
territorial of Federal district, any other State or county, municipality or any other political
subdivision thereof, subject to such specific exceptions as are set forth in this chapter.

This provisions of this chapter shall apply to the owners and drivers of vehicles on the
highways, including roadways or driveways, upon grounds owned and maintained by the
State of New Jersey, or any State department or agency, the counties, the municipalities
and the school district boards of education of the State.

This chapter shall not apply to persons, teams, motor vehicles and other equipment while
actually engaged in work on the surface of a highway, but shall apply to such persons and
vehicles when traveling to and from work.

The Millville Board of Education requests the supervision and enforcement by the appropriate
law enforcement agency of specific areas as follows:

1.
2.

Regulation and enforcement of traffic patterns on school properties.

The prohibition of use of motorbikes, skateboards, inline skates, mini bikes, motorcycles,
and other similar motorized vehicles on improved grassy areas, sidewalks, and parking
lots.

Enforcement of safety regulations in connection with crowd control and supervision for
all events taking place on school property.

Legal References

NJSA 18A:17-42 et seq. Public School Safety Law

18A:40-12.1,-12.2 Protective eye devices required for teachers, pupils and visitors in certain

cases
18A:41-1 et seq. Fire Drills and Fire Protection
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:16-1.4 District policies and procedures

6A:19-10.1 et seq. Safety and Health Standards
66A:27-12.2 Accident reporting
6A:32-12.1 Reporting requirements
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The Board of Education shall maintain an accurate and complete inventory of all buildings, fixed
equipment and contents, and the valuation thereof in order to offer proof of loss in the event of an
insurance claim. Every five years the Board shall contract an outside independent appraisal
agency to conduct a reappraisal of all school property.

Property shall be inventoried to coincide with the re-issuance of policies. Valuations shall be
placed thereon in conformity with insurance requirements. Property records shall also be updated
by reference to purchase orders and withdrawals.

Legal References
NJSA 18A:4-14 Uniform system of bookkeeping for school districts

18A:7A-11 Annual report of local school district; contents; annual report of commissioner;
report on improvement of basic skills
18A:17-28(e) Duties of business manager
18A:17-35 Records of receipts and payments
18A:17-36 Accounting; monthly and annual reports
18A:17-46 Act of violence; report by school employee; notice of action taken; annual report
47:1A-1 et seq. Examination and copies of public records ("Open Public Records Act")
47:3-15 et seq. Destruction of Public Records Law

NJAC 6A:23-2.1 et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts
6A:27-7.9 Vehicle records
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
15:3-2.1 et. seq. Records Retention
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The intention of the workers' compensation law is to provide the best possible medical care and
rehabilitative services to employees injured while in the course of their employment. To
accomplish this, all employees must follow these procedures whenever they are injured no matter
how slight you may the problem is:

1.

2.

10.

Go to the nurse, if available.
= Ifitis a minor injury and feasible, have the nurse treat and make note of the
incident.
= Ifinjury is more serious, have the nurse call for an appointment with the Board
approved workers' compensation doctor. Nurse is to complete an accident report.
If a nurse is not available, report the accident to your supervisor.
= [fminor, treat with available first aid supplies and notify supervisor.
= Ifinjury is more severe, treat properly and complete an accident report.
= [fprofessional care is needed, but not any emergency, set up an appointment with
the Board approved workers' compensation doctor.
= [finjury requires emergency treatment, go the nearest emergency room for
treatment and as soon as possible, make an appointment to see the Board approved
workers' compensation doctor. Complete accident report, as soon as possible, after
the injury has been treated.
All employee accident that requires any continuing care must be managed by the Board
approved workers' compensation doctor. All referrals to specialist or therapist must be
made through the Board approved worker's compensation doctor.
Any employee, who is getting compensation for loss of time, must pick up their paychecks
at the Board of Education Office. If the employee is unable, due to injury, to pick up the
check, then his or her designee may pick up the check for the employee.
No medical equipment purchases or rental bills will be paid if they are not first approved
the insurance company.
A prescription plan is available. You can pick up forms from the nurse or the doctor. The
prescriptions are available from Shoprite with no out of pocket expense to you (NO CO-
PAY).
No case will be considered for claim until:
= An accident report has been completed.
= The case is being managed by the Board approved workers' compensation doctor.
* The insurance company has approved the case as valid.
This policy shall conform to the statues of the state of New Jersey as found in N.J.S.A 34
and N.J.S.A. 18A
Compensation for claims will be paid at the minimum allowed by statue applicable to that
employee.
Light duty assignments, as prescribed and /or approved by the doctor on the case, can and
will be assigned where applicable.
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All accidents, no matter how small, must be reported to the nurse or your supervisor before
the end of your workday.
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The Board recognizes the risks it faces in the ordinary course of conducting a school program and
chooses to insure itself against certain liabilities as a result of said risks.

The Board shall, in accordance with law, insure its employees against injury or death resulting in
the course of their employment and chooses also to:

A. Insure members of the Board, officers, and employees of the district against personal
liability for damages for death, injury to person, or damage or loss of property, caused by
the negligent act or omission of the member, officer, or employee when acting within the
scope of his office or employment;

B. Insure against any major liability arising from the use of a motor vehicle by an employee
or student of the district in the performance of district business.

Legal References
NJSA 18A:12-20 Indemnification of board members
18A:16-6 Indemnity of officers and employees
18A:20-25 through -33 Insurance
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The Board recognizes its responsibility under law to keep all insurable property of this school
district, real and personal, insured for its replacement value against loss or damage by fire and has
adopted as policy the extension of that coverage to theft, water damage, glass breakage, explosion,
boiler damage, smoke, windstorm and vandalism.

In placing the insurance coverage the Board shall be guided by the price of such coverage, the
ability of the insurer to meet prescribed obligations promptly and fully, the reputation and past
performance of the agent of the insurer and the desirability of distributing the insurance coverage
of the district through an agent of record.

The Board may appoint annually an insurance advisor who may be the agent of record and who
shall:

A. Review the insurance program of the district, consider alternatives, and report
recommendations to the Board;
Recommend specific insurance placement and prepare specifications for same;
Assist the Board in the establishment and maintenance of property, valuation, and
insurance records;
Provide annually safety and fire inspections;
Process all claims; and,
Recommend such measures as may reduce the cost of insurance premiums including
assumption of risk, loss prevention, and transfer of risk

aw
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Legal References
NJSA 18A:12-20 Indemnification of board members
18A:16-6 Indemnity of officers and employees
18A:20-25 through -33 Insurance
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The Board of Education recognizes that officers and employees of this district are exposed to
certain risks in the course of the performance of their duties and will provide insurance coverage
against losses that may be incurred by such risks.

The Board shall insure employees of the school district against injury and death arising out of or in
the course of their employment, in accordance with law.

The Board shall provide indemnification to any person holding any office, position or employment
under the jurisdiction of the Board, including any student teacher/intern, or person assigned to
other professional pre-teaching field experience, for damages, losses and costs incurred as a result
of a civil or administrative action or other legal proceeding brought against any such persons for
any acts or omissions arising out of and in the course of their employment, student teaching, or
other assignment to profession field experience with this Board. This indemnification will include
all costs of defending such action, including reasonable legal fees and expenses, together with
costs of appeal, if any, and will hold harmless and protect such person from any financial loss
resulting from such action.

No employee will be held harmless or have his/her defense costs defrayed in a disciplinary
proceeding instituted against him/her by the Board. Indemnification for exemplary or punitive
damages is not required and will be governed by the standards and procedures stet forth in statute.

The Board may arrange for and maintain appropriate insurance to cover all such damages, losses
and expenses.

The Board shall provide indemnification to any person holding any office, position or employment
under the jurisdiction of the Board, including any student teacher/intern, or person assigned to
other professional pre-teaching field experience, for the costs of defense against any criminal or
quasi-criminal action for any such act or omission when such prosecution is dismissed or results in
a final disposition favorable to the officer or employee. This indemnification will include all costs
of defending such proceeding, including reasonable legal fees and expenses of the original hearing
or trial and all appeals.

No employee will be held harmless or have his/her defense costs defrayed as a result of a criminal
or quasi-criminal complaint filed against the employee by or on behalf of the Board.

The Board may arrange for and maintain appropriate insurance to cover all such damages, losses
and expenses.
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The Board may insure against any major liability arising from the use of a motor vehicle by an
employee or pupils of the district in the performance of district business.

The Board may, in accordance with law, enter into a joint contract for the purchase of liability
insurance.

Bonding
Employees of the district who are responsible for the safekeeping of district moneys shall be

bonded. The Board will determine annually the employees who are to be bonded. The Board
shall bear the cost of bonding each employee required to be bonded by this policy or by statute.

Legal References
NJSA 18A:12-20 Indemnification of board members
18A:16-6 Indemnity of officers and employees
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Transportation

The Millville Board of Education recognizes that an effective pupil transportation program with
concise policies and guidelines is mandatory for the operation of transportation services within
the district for both public and non-public school students. Students who are provided
transportation services by the district are expected to obey all the rules established for the safety

and welfare of all students.

General Statements

It is the intention of this policy to transport safely, economically and in reasonable
comfort, the children living in this community, taking into consideration the relation of

the locations of the pupils’ homes and the school under the following conditions:

The distance to be traveled to and from school;
The hazards involved over the route to be traveled;
The state of the child’s health;

o0

program.

Provisions for transportation to meet the requirements of the instructional

The Board of Education shall transport eligible pupils to and from school and school-related
activities in accordance with law and this policy. Transportation shall be provided only to
eligible public and non-public school pupils, authorized school staff members, and adults

serving as approved chaperones.

The Board will not be responsible for the transportation of non-resident pupils to or from
school, except for transportation required for homeless children for whom this district is

determined to be the district of residence.

The Board will also transport resident children who attend a non-public school in the
State of New Jersey within thirty miles from their residence, but not a lesser distance
from their residence than that required for the transportation of pupils enrolled in the

schools of this district.

The Board will consider the provision of transportation to those pupils not otherwise
provided transportation by this policy when the Board determines walking conditions to

be hazardous.
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Safety & Conduct

Good pupil conduct contributes to safety and helps to avoid accidents that may result
from the distraction of the driver. It also reduces the number of accidents in which pupils
injure themselves or each other. Students will observe the following:

A. It is mandatory that all Millville students wear seat belts while being transported
to and from school and on all school-related activities. Seat belts shall be
fastened when the driver and passengers board the vehicle and shall be kept
fastened at all times while on board the vehicle. Seat belts may be unfastened
only when the individual is departing the vehicle. The Board further requires that
drivers and passengers using private vehicles to transport pupils wear seat belts in
the same manner.

B. Use of cell phones by students, school personnel and bus drivers I prohibited on

school buses.
. All eating and drinking is prohibited on the school bus.
Smoking is prohibited within the school bus.
Students must enter or leave the bus when the door is fully opened and only at the
stop to which they are assigned.
Avoid pushing upon entering or leaving the bus.
Take assigned seat, fasten seat belt and remain seated until the bus arrives at the
stop.
Students’ feet and belongings shall be kept under the seat including books and
clothing.
Keep hands off the property and person of other students.
Do not throw items while in the bus or out of the window at any time.
Avoid boisterous, loud talk and other noises that might distract the driver.
Do not tamper with the emergency door or other bus fixtures.

. Conscientiously observe all rules and respond quietly to the driver’s instructions.
The bus represents an integral part of the school system and, as such, the same
standards of conduct that apply to the school also apply to a school bus.

MO0
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Bus Stops
A. Eligible busing students will be assigned to a designated bus stop which shall be

the same stop both morning and afternoon. In areas of sparse population or
residences located on roads considered by the Board to be hazardous, a pupil’s
home may be a bus stop.
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B. Transportation for those students who are granted babysitting privileges will only
be on a five day a week basis. Once babysitting is approved, the home bus stop is
relinquished and the babysitting address becomes the primary residence with a
new designated stop for morning pickup and afternoon drop off. It is the
responsibility of the babysitter to escort the students in their care safely to and
from the assigned bus stop.

C. Children will only be discharged at their assigned bus stops. In case of
emergency, when a temporary stop is required a request in writing by the pupil’s
parent/guardian shall be submitted to the school principal for approval.

D. Preschool students must be accompanied by a parent or guardian (18 years of
older) at the bus stop during pickup and drop off times. If there is no parent or
guardian present when the student is dropped off, the preschooler will be returned
to their school and it is the responsibility of the parent to make arrangements to
pick them up.

E. If the person designated to meet the preschool student at the bus stop is not
recognizable by the bus driver the student will be returned to the school.

F. Routes and operating schedules shall be coordinated with the overall school
program, especially in regard to opening an dismissal times of the schools.

Monitoring Devices on School Vehicles

The Board of Education recognizes that safe and secure conditions for all pupils
transported in a school-owned or contracted school vehicle is paramount. Pupils must
maintain proper discipline in the vehicle at all times.

To maintain these safe and secure conditions, the Board may use devices to monitor
and/or observe student behavior and school bus driver discipline procedures. The device
may be a sound video camera, a voice monitoring device or other appropriate devices.
Each school vehicle will have a sign clearly posted in the school vehicle stating that a
monitoring device is being used.

The recording may be used in incidents involving students to determine appropriate
disciplinary action by the administration for inappropriate actions. A Notification of Seat
Belt Policy and Video Camera Usage on School Bus form shall be provided to parent(s)
or legal guardian(s) signed and returned to the school to be placed in the pupil’s file each
year.

Availability of video tapes to the public will be in accordance with the New Jersey Open
Public Records Act (OPRA) and with the Federal Family Educational Rights and Privacy
Act (FERPA).
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Disciplinary Action

A. The driver shall be in full charge of the bus at all times and shall be responsible
for order; he/she shall never exclude a pupil from the bus, but if unable to manage
any pupil, shall report the student to the Superintendent of Schools/designee in
writing on the proper forms.

B. A pupil may be excluded from the bus according to the provisions of the school
disciplinary code.

C. The transportation to school of any pupil whose bus privileges have been
suspended shall be the responsibility of the pupil’s parent or legal guardian.

The school bus driver is responsible for the safety of his or her pupils and shall rigorously
observe all motor vehicle laws and regulations and the New Jersey State Board of
Education rules in the operation of his or her school bus. In the event of an emergency,
the school bus driver shall follow procedures established by this Board.

Changes in Bus Routes
A. When conditions develop that make necessary the changing of the established bus
routes, such changes shall be approved by the Superintendent of Schools.
B. Route changes may be made by the transportation coordinator with the approval
of the Superintendent of Schools and the Board.
C. In all cases, students involved with the route or bus stop changes shall be notified
24 hours in advance of any changes whenever possible.

Special Trips
A. School activities such as field trips, and other instruction or extracurricular

requirements will necessitate the making of arrangements for special bus trips.
B. Parent Approval — Whenever a pupil trip is contemplated, where transportation is
involved, it is mandatory that written permission be obtained from the parent or
guardian. Also, the consent of the Superintendent of Schools and the Board of
Education will be required.
C. School Sponsored Curriculum Trips
1. The Board of Education will approve all school sponsored curriculum
trips.
2. Arrangements and costs are to be arranged with the transportation
contractor in advance.
3. The Superintendent of Schools/designee shall make arrangements for
special buses, etc.
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Responsibilities

A. The responsibility for the operation of the transportation system shall be that of
the Superintendent of Schools who will be responsible to the Board.

B. This responsibility shall include the formation of all bus routes, changes in routes,
bus evacuation drills, inspections, establishment of bus stops, and other related
matters.

C. The transportation contractor shall work with and be responsible to the
Superintendent of Schools.

D. The Superintendent of Schools shall continuously evaluate the transportation
operation including routes, timing, drivers, road conditions, performance of
contract, etc.

Legal References

NJSA

NJAC

18A:7F-25 Transportation aid

18A:22-8.6 Transportation (budget line item)

18A:39-1 et seq. Transportation To and From Schools

18A:46-19.6 Transportation to location or maintenance of vehicular classrooms to obtain
services; payment of cost

18A:46-23 Transportation of pupils; special classes; handicapped children; state aid
39:3-10.9 et al. New Jersey Commercial Drivers License Act

39:3-27 Free registration of certain vehicles; transfer to other motor vehicles

6A:27-1.1et seq. Student Transportation
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

Parents for Student Safety, Inc., v. Morris Bd. of Ed., 1986 S.L.D. (February 5), St. Bd. rev'g
1984 S.L.D. (August 24), aff'd App. Div., unreported decision (docket no. A-3257- 85-T7,
decided February 17, 1987) certif. den. 108 N.J. 180 (1987)

Wayne Board of Education v. Kraft et al., 139 NJ 597 (1995)

Policies and Procedure Manual for Pupil Transportation NJ State Department of Education
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
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The Board of Education directs the Superintendent of Schools to supervise the
development and provide safe and reasonably expeditious transportation for:

moawx>

Pupils who live remote from the school as defined by New Jersey law;
Educationally handicapped pupils in accordance with their IEP;

Pupils participating in Board approved extracurricular activities or field trips;
Pupils whose route to the school is deemed hazardous by the Board;

Other pupils as required by law.

The criteria to be used in designing routes and assigning pupils to them shall include:

oOwp

The distance to be traveled to and from school;

The age and state of health of the child,

The requirements of the instructional program;

The hazards involved on the route to be traveled such as, but not limited to:

1. No sidewalks and
Speed limit in excess of 35 miles per hour and/or
Traffic volume of a main thoroughfare
2. With sidewalks but,
Speed limit in excess of 40 miles per hour and/or
Traffic volume of a main thoroughfare
3. In addition to the above situations, unsafe road hazards include:

g
4. Unsafe
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Blind curves

Steep inclines

Bridges

Railroad tracks

Roadways with no shoulders

Adverse roadway conditions (heavy crowning, poor lighting and
maintenance)

Higher crime rate

adways to cross:

Any roadway with four or more lanes

Divided highways

Main thoroughfares with speed limits of 35 miles per hour
State highways

County highways

Railroad tracks
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Transportation to and from school shall be provided by law to eligible nonpublic school
pupils. All pupils riding on district buses shall be required to observe the district’s bus
conduct regulations or risk loss of the privilege of such transportation.

Buses, whether contracted or district-owned, shall be kept in optimum condition and shall
conform to all state safety regulations.

Bus routes must be acted upon by the Board and submitted to the office of the County
Superintendent of Schools.

Legal References
NJSA 18A:7F-25 Transportation aid

18A:22-8.6 Transportation (budget line item)
18A:39-1 et seq. Transportation To and From Schools
18A:46-19.6 Transportation to location or maintenance of vehicular classrooms to
obtain services; payment of cost
18A:46-23 Transportation of pupils; special classes; handicapped children; state aid
39:3-10.9 et al. New Jersey Commercial Drivers License Act
39:3-27 Free registration of certain vehicles; transfer to other motor vehicles

NJAC 6A:27-1.1et seq. Student Transportation
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

Parents for Student Safety, Inc., v. Morris Bd. of Ed., 1986 S.L.D. (February 5), St.
Bd. rev'g 1984 S.L.D. (August 24), aff'd App. Div., unreported decision (docket no.
A-3257- 85-T7, decided February 17, 1987) certif. den. 108 N.J. 180 (1987)
Wayne Board of Education v. Kraft et al., 139 NJ 597 (1995)

Policies and Procedure Manual for Pupil Transportation NJ State Department of
Education

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
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The Board of Education, upon the recommendation of the Superintendent of Schools may
authorize, at its discretion, by an affirmative vote of the Board’s full membership, the lease, lease-
purchase or purchase and assignment of district vehicles for the conduct of official district
business. The vehicles may be assigned either to individuals or to units within the organization for
pool use according to the following classifications:

1.

10.

11.
12.

Vehicles may be assigned permanently and individually to the Superintendent, Board
Secretary/Business Administrator or other supervisory employees who based on their job
duties may be called upon on a 24-hour, seven-day a week basis. No individual assignment
shall be made for the primary purpose of commuting.

A unit may be permanently assigned one or more district pool vehicles only if employees
of the unit will collectively use the vehicle or each vehicle for more than an average of 750
miles per month on official district business. Pool vehicles shall not be used for the
purpose of commuting and shall remain at a district facility when not in official use.

. Board Members or employees may be temporarily assigned a district vehicle for travel

events.

The Board of Education directs that the Board Secretary/Business Administrator or his/her
designee is assigned the functions of district vehicle coordinator.

Vehicle use logs shall be maintained for all individual and pool assignments in order to
accurately record all usage of each vehicle, including the driver, mileage, and starting and
destination points.

All complaints of a potential misuse shall be investigated and appropriate disciplinary
action taken.

All changes to vehicle assignment, whether pool or individual, shall require prior written
approval of the Superintendent and the authorization of an affirmative majority vote of the
full Board.

. No luxury vehicle, one which exceeds the greater of $30,000 or any current dollar limit

established in Internal Revenue Service law or regulation, shall be purchased, lease-
purchased or leased by the district. If a vehicle is assigned to the Superintendent of
Schools, it may be a full size or intermediate, four-door sedan of the non-luxury class. All
other vehicles shall be compact sedans, unless special passenger, cargo, equipment, or use
requirements make the standard vehicle unsuitable for documented district needs.

The district vehicle shall be used primarily for business purposes, however, incidental and
reasonable personal use is permitted.

All damage to district vehicles, regardless of cause, shall be reported within 24 hours to the
vehicle coordinator and the employee assigned to file insurance claims.

No physical alterations shall be made to a vehicle without prior Board approval.

Drivers of district vehicles shall possess a valid driver's license to operate a vehicle in New
Jersey.
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13. When a vehicle is due for routine maintenance in accordance with the manufacturer’s
schedule, the driver of an individually assigned vehicle or, in the case of a pool vehicle, the
vehicle coordinator shall be responsible for ensuring that the vehicle receives the scheduled
service.

14. A driver assigned a district vehicle shall be responsible for the security of the vehicle and
its contents.

15. Drivers shall be personally responsible for all fines accrued as a result of traffic violations
related to operation of district vehicles.

16. The driver, or the driver's supervisor, if the driver is incapacitated, of a district vehicle
involved in an accident resulting in damage to the district vehicle or other vehicle shall file,
within 24 hours of the accident, a detailed written report with the vehicle coordinator and
the district staff member responsible for making insurance claims.

17. Police shall be immediately notified of an accident by the driver or vehicle coordinator, if
the driver is incapacitated. A copy of the police report shall be submitted to the vehicle
coordinator and the district staff member responsible for making insurance claims as soon
as possible.

18. If a district vehicle is misused in any of the following ways, the driver's driving privileges
for district vehicles shall be suspended or revoked, and additional disciplinary action shall
be taken as appropriate.

= Frequent violation of traffic laws,

= Flagrant violation of the traffic laws.

= QOperation of a vehicle which the police or insurance company determined was the
cause of an accident.

= Use of a vehicle for unauthorized use whether personal use, business use, or
commuting.

= Violation of these rules or district policy governing the assignment, use, operation,
repair, and/or maintenance of vehicles. This includes the failure to submit a vehicle
for routine maintenance as called for in the manufacturer’s routine maintenance
schedule.

= Operation of a vehicle while impaired to any degree, or under the influence of
alcohol or narcotics as defined by State statutes.

= Use of a district vehicle by an unauthorized individual while assigned to an
employee.

= Use of a district vehicle to transport any person or child, other than in the course of
their assigned duties and responsibilities.

= Use of radar detectors in district vehicles.

District motor vehicles shall be used to support the educational program and business of the district
and only district employees are authorized to operate them. The Board of Education directs the Board
Secretary/Business Administrator to develop a list of employees who may operate district vehicles for
district business during regular school hours.
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Employees are not authorized to take district owned motor vehicles home or to use them for personal
use without the express written permission of the Board Secretary/Business Administrator.

In order to be authorized to operate a district owned motor vehicle, employees must:

A. Possess a valid New Jersey Motor Vehicle Commission Auto Driver License consistent with
the vehicle they operate (i.e., C.D.L., etc.);

B. Maintain a safe driving record;

C. Bein a position that requires the use of a district motor vehicle to successfully complete
their duties; and,

D. Submit a photocopy of their valid New Jersey Motor Vehicle Commission Auto Driver
License to the Board Secretary/Business Administrator.

The Board Secretary/Business Administrator/designee will forward a copy of the employees’
driver’s licenses to the appropriate district insurance carrier, who will then verify the validity of
the licenses at least annually. In the event that the district insurance carrier cannot verify the
validity of an employee’s driver’s license, the Board Secretary/Business Administrator is
authorized to require that the employee obtain documentation from the New Jersey Motor Vehicle
Commission that will confirm the status of the employee’s driver’s license.

In addition, the Board Secretary/Business Administrator, at his/her discretion, is authorized to
request such documentation from any district employee who operates a district vehicle at any time.

Should the employee’s license be revoked or suspended for any reason, it shall be the responsibility of
that employee to report this to the Board Secretary/Business Administrator immediately. In such
cases, the employee shall be forbidden to operate any district motor vehicle until his/her license has
been restored and a copy of the valid license is on file with the Board Secretary/Business
Administrator.

The Board of Education directs the Board Secretary/Business Administrator to secure driver
license abstract checks on all employees who are authorized to operate district owned vehicles
and to secure the abstract checks annually to reauthorize each employee use. Each authorized
employee shall be made aware that the license abstract check is a part of their authorized use of
district owned vehicles.

Any vehicle damage or mechanical problems observed or caused by an employee operator to
district vehicles shall be reported to the Board Secretary/Business Administrator immediately.

The Board shall establish a policy for progressive, uniform, and mandatory disciplinary actions to
be applied as necessary.
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Vehicle Security Devices & GPS Units in District Vehicles

At its sole discretion, the Board of Education may direct the Board Secretary/Business
Administrator to purchase and install security devices for some or all district vehicles to ensure the
safety and security of district equipment and vehicles.

The Board may also direct the Board Secretary/Business Administrator to purchase and install
Global Positioning System (GPS) devices in some or all district vehicles. These units may be used
to assist employees who use the vehicles in navigating to and from assigned destinations or as a
means of tracking the use of district vehicles by the administration. Such units may be rotated
through the district fleet as the Board Secretary/Business Administrator deems necessary.

Use of District Vehicles — Public Emergency

The Superintendent of Schools, on behalf of the Board of Education, may authorize the use of
district owned motor vehicles during any local, state or national emergency when requested by any
governmental authority.

Legal References
NJSA 18A:11-1 General mandatory powers and duties

NJAC 6A:23A-6.12 Vehicle assignment and use

Possible Cross References
4117.27,4217.27
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The Board of Education directs the Board Secretary/Business Administrator to develop a system
for the management, control and regulatory supervision of school district vehicles including, but

not limited to, the following:
1. Vehicle inventory control record including:

» Vehicle make, model and year,
= Vehicle identification numbers (VIN),
=  Original purchase price,
= Date purchased,
= License plate number,
= Person assigned or pool if not individually assigned,

= Driver license number of person assigned and expiration date,

= Insurer and policy number of person assigned, and

= Usage category such as regular business, maintenance, security or pupil transportation.

2. Driving record of operators of district vehicles including:
=  Name of driver,
= Driver license number and expiration date,
= [Insurer and policy number of person assigned,
=  Motor vehicle code violations,
» Incidents of improper or non-business usage,
=  Accidents, and
= Other relevant information.

3. Record of maintenance, repair and body work for each district vehicle including:

= Vehicle make, model and year,

= Vehicle identification numbers (VIN),
= Original purchase price,

= Date purchased,

= License plate number,

= Usage category such as regular business, maintenance, security or pupil transportation,

= Manufacturer’s routine maintenance schedule,

= (Category of work performed (routine maintenance, repair or body work),

= Purchase order number,

= Date work was performed,

= Detailed description of work performed,

= Mileage on date work was performed, and
= Cost of work performed.

Legal References
NJAC 6A:23A-6.11 Vehicle tracking, maintenance and accounting
6A:23A-6.12 District vehicle assignment and use
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In recommending arrangements for pupil transportation to and from school-related activities, the
Superintendent of Schools shall consider the type of activity, the total number of pupils involved,
and the availability of appropriate vehicles. Groups of students too small in number to make
economical use of Type I or Type II vehicles may be transported in privately owned passenger
vehicles driven by qualified school personnel, state employees and parents/guardians.

Transportation by Volunteer Drivers

The Business Administrator and Superintendent of Schools may supplement the transportation
recourses of the district by identifying qualified school personnel and parents/guardians who are
willing to provide transportation for district pupils to and from school-related activities.

Qualifications shall include:

A. A private passenger vehicle of eight or fewer capacity, with a current New Jersey or other
state inspection sticker; and a private passenger vehicle with a seat belt for each passenger;
and

B. Evidence of at least statutorily required insurance coverage.

The Business Administrator and Superintendent of Schools shall develop and the Board shall
adopt detailed regulations to ensure that:

A. District approval of activities involved;

B. District determination of drivers and assignment of pupils to them;

C. Pupil safety in pickup, transit and drop off;

D. Adequate supervision of pupils at the activity.

Transportation of Pupils by District Employees as Part of Assigned Duties
District employees who transport pupils in a private vehicle during working hours as a part of their
assigned duties shall:

A. Have a current New Jersey (or other state) driver’s license with no convictions for moving
violations;

B. A private passenger vehicle of eight or fewer capacity, with a current New Jersey or other
state inspection sticker; and a private passenger vehicle with a seat belt for each passenger;
and

C. Conform to all safety practices set forth in the regulations of this policy.

Implementation of this policy shall be in conformity with applicable negotiated contract.
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Board of Education Members, the school administrators, teachers, and other employees who
routinely or by special assignment use their personal vehicles for any school purpose shall be held
harmless from any liability that may be incurred because of such transportation, while working
within the scope of employment, except that the school district shall not be liable to reimburse the
employee for any additional premiums due to his/her vehicle’s insurance, that results from an
accident that occurs during such transportation.

Cost of damage to a Board Member’s, administrator’s, teacher’s or employee’s vehicle resulting
from and accident or vandalism while he/she is performing designated school missions, shall be
defrayed within the limits of the Board’s insurance policy coverage.

Employees are not authorized or expected to transport students in their personal automobiles
unless explicitly authorized by the Superintendent of Schools.

Legal References
NJSA 18A:16-6 Indemnity of officers and employees against civil actions
18A:39-20.1 Transportation to and from related school activities in private vehicle with
capacity of eight or less; authorization of qualified school personnel, state employees or
parents

NJAC 6A:27-7.6 Transportation to and from related school activities
6A:27-7.7 Parent transporting his or her own child or children

Possible Cross References
5020, 6131.1, 6145, 6145.1, 6145.2, 6153
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The transportation of educationally disabled students shall be the responsibility of the school
district. Bus routes shall be developed in cooperation with the receiving district.

The Superintendent of Schools shall annually formulate and promulgate to all staff members and
students and their parents rules and regulations to govern the safety of the children on the buses
and at points of embarkations and debarkation. Rules for the acceptable conduct of pupil
passengers will be created and disseminated and the bus drivers will be instructed to report
infractions of those rules to the appropriate administrator.

Vehicles used to transport educationally disabled children shall comply with the requirements of
statute and the rules of the State Board of Education. Bus drivers shall observe the procedures
established therein.

Legal References
NJSA 18A:25-2 Authority over pupils - bus driver
18A:39-1 et seq. Transportation to and from schools
18A:39-22.1 School bus used to transport developmental disabilities client permitted
18A:39-20.1 Transportation to and from related school activities in private vehicle with
capacity of eight or less; authorization of qualified school personnel, state employees or
parents

NJAC 6A:27-5.1 Special needs students transportation
6A:27-7.6 Transportation to and from related school activities
6A:27-7.7 Parent transporting his or her own child or children

Possible Cross References
3516, 5142
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The safety and welfare of pupils shall be the first consideration in all matters pertaining to
transportation. The Board directs the Superintendent of Schools to provide regulations and forms
for the immediate reporting of all incidents involving any vehicle used to transport students that
include any of the following:

A. Physical injury to anyone concerned, no matter how minor

B. Property damage of any kind, even if the financial loss is negligible

C. Failure of any mechanical function of a district-owned vehicle during operations, even if

no injury or damage results

It shall be the responsibility of the Superintendent of Schools to direct an investigation on the
report and to comply with the law. The information gained shall be considered in evaluating
subcontractor performances, and in scheduling inspection of vehicles.

Emergency evacuation drills shall be conducted regularly throughout the school year to acquaint
the pupil riders thoroughly with emergency situations. An emergency evacuation drill shall be
held as soon as possible after the opening day of school and then at least twice a year.

All vehicles used to transport children, shall be maintained in such condition as to provide safe
and efficient transportation service with a minimum of delays and disruption due to mechanical or
equipment failure.

All vehicles used to transport children, shall conform with state standards for such vehicles.

All passengers on buses equipped with seat belts shall wear properly adjusted and fastened seat
belts or other child restraint systems at all times while the bus is in operation.

Drivers of all Type I and Type II school vehicles used to transport district pupils must be licensed
by the State of New Jersey as bus drivers and meet all other requirements of law. Bus drivers are
responsible for the safety of pupils entering, riding, and departing their vehicle.
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Legal References

NIJSA

NJAC

18A:6-7.1 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception

18A:25-2 Authority over pupils

18A:39-1 et seq. Transportation To and From Schools

39:3-10.9 et seq New Jersey Commercial Driver License Act

39:3B-1.1 et seq. School Buses, Equipment and Regulations

6A:27-1.1et seq. Student Transportation

34 CFR Part 85.100 et seq., Government-wide Debarment and Suspension (non-
procurement) and Government-wide Requirements for Drug-Free Workplace (Grants)

49 U.S.C. § 31306 et seq.- Omnibus Transportation Employee Testing Act of 1991

49 C.F.R. Part 40.1 et seq. - Procedures for Transportation Workplace Drug Testing
Programs

49 C.F.R. Part 382.101 - Controlled Substance and Alcohol Use and Testing

49 C.F.R. Part 391.1 et seq. - Qualification of drivers

Policies and Procedures Manual for Pupil Transportation, N.J. State Department of Education

Possible Cross References

3516, 5142
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The Board of Education recognizes that safe and secure conditions for all pupils transported in
school-owned or contracted school vehicles is paramount. Pupils transported in a school-owned
or contracted school vehicle must maintain proper discipline in the vehicle at all times.

To maintain the safe and secure conditions for all pupils transported on school-owned or
contracted school vehicles, the Board may use devices to monitor and/or observe student behavior,
teacher and support staff behavior, school bus driver discipline procedures and/or school bus
driver driving techniques. The device may be a sound video camera, a voice monitoring device or
other appropriate devices. Each school vehicle will have a sign clearly posited in the school
vehicle stating that:

“Video And/Or Audio Monitoring Devices Are Used On School-Owned And Contracted
Vehicles And This Vehicle May Be Monitored At Any Time”

The recording may be used in pupil and staff discipline matters, driver evaluations or for driver
discipline or training. Notice of this policy will be provided to parents/guardians and all
transportation personnel each year in staff, pupil and/or parent handbooks.

Legal References
NJSA 18A:11-1 General mandatory powers and duties

20 USCA 1231g
30 CFR 300.571 Part 99, 300.572, 300.5773
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The Board of Education within its financial means, endeavors to provide a nutritious food service
program in a manner that allows the food service facilities and programs to be used to provide a
nourishing lunch to all school children.

The Superintendent of Schools shall ensure that pupils and parents are informed concerning good
nutrition practices in an effort to promote better nutrition in food service operations.

In planning menus for the food service operations, the different nutritional needs and problems of
various groups should be considered, and information about nutritional and calorie content of
foods offered should be both posted and distributed with school menus.

The School Lunch Program shall:

A. Operate on a nonprofit basis, with prices to be approved by the Board as necessary;

B. Be operated in strict compliance with all laws and regulations pertaining to health,
sanitation and safety; internal accounting; employment practices; nutritional standards;
costs of lunches; and periodic reporting;

C. Charge school personnel a price in accordance with state school nutrition guidelines;

D. Restrict the sale of federally defined “junk foods” in schools that operate the National
School Lunch Program from the beginning of the school day until the end of the last lunch
period.

The sale of all foodstuffs in the school must be approved by the Board of Education. Nutritious
snacks, such as fresh fruit, fruit juice, nuts, seeds, yogurt, cheese, raisins and skim milk, shall be
made available where possible. The sale of foods of low nutritional value (candy and other “junk
foods”) for fund raising projects must be approved by the Building Principal.

The Business Administrator/Board Secretary has overall responsibility for the administration and
operation of the school lunch program in keeping with federal and state laws and the policies and
directives of the Board.
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Legal References

NJSA

NJAC

18A:11-1 General mandatory powers and duties

18A:18A-5 Exceptions to requirement for advertising

18A:18A-6 Standards for purchase of fresh milk; penalties; rules and regulations
18A:33-3 through -5 Cafeterias for pupils

18A:54-20 Powers of board (county vocational schools)

18A:58-7.1 through -7.2 School lunch program

2:36-1.1 et seq. Child Nutrition Programs

6A:23-2.6 Supplies and equipment

6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-12.1 Reporting requirements

6A:32-14.1 Review of mandated programs and services

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

3542.31, 5131
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The Board of Education believes that children need access to healthful foods and opportunities to
be physically active in order to grow, learn, and thrive, and that good health fosters student
attendance and education.

Obesity rates have doubled in children and tripled in adolescents over the last two decades, and
physical inactivity and excessive calorie intake are the predominant causes of obesity. Heart
disease, cancer, stroke, and diabetes are responsible for two-thirds of deaths in the United States,
and major risk factors for those diseases, including unhealthy eating habits, physical inactivity,
and obesity, often are established in childhood. Further, the items most commonly sold from
school vending machines, school stores, and snack bars include low-nutrition foods and beverages,
such as soda, sports drinks, imitation fruit juices, chips, candy, cookies, and snack cakes.

To promote healthful behavior in the school, the Board of Education is committed to encouraging
its students to consume fresh fruits, vegetables, lowfat milk and whole grains. The Board of
Education is also committed to encouraging students to select and consume all components of the
school meal.

In order to promote and protect children’s health, well-being, and ability to learn, the Board of
Education is committed to providing school environments that support healthy eating and physical
activity and will ensure that:

A. All students will have opportunities, support, and encouragement to be physically active on
a regular basis.

B. Foods and beverages sold or served at school will meet the nutrition recommendations of
the U.S. Dietary Guidelines for Americans, and the USDA nutrition standards for National
School Lunch, School Breakfast and/or After School Snack Programs. The district will
regulate the types of food and beverage items offered outside the federal meal
requirements, such as ala carte sales, vending machines, school stores, and fund raisers.

C. All students will be provided with adequate time for student meal service and consumption
in a clean, safe, and pleasant dining environment. Lunch and recess or physical education
schedules will be coordinated with the meal service.

D. To the maximum extent practicable, all schools in our district will participate in available
federal school meal programs (including the School Breakfast Program, National School
Lunch Program including- After-School Snack Programs, Summer Food Service Program,
and Child and Adult Care Food Program).

E. Schools will provide nutrition education and physical education to foster lifelong habits of
healthy eating and physical activity, and will establish linkages between health education
and school meal programs, and with related community services.
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F. The Board of Education will engage students, parents, teachers, food service professionals,
health professionals, and other interested community members in developing,
implementing, monitoring, and reviewing district-wide nutrition and physical activity
policies.

Not later than September 2007 the district will implement the following requirements:

The following items shall not be served, sold or given out as free promotion anywhere on school
property at anytime before the end of the school day:

A. Foods of minimal nutritional value as defined by the United States Department of
Agriculture

B. All food and beverage items listing sugar, in any form as the first ingredient

C. All forms of candy

All snack and beverage items sold or served anywhere on school property during the school day,
including items sold in a la carte lines, vending machines, snack bars, school stores and
fundraisers or served in the reimbursable After School Snack Program, shall meet the following
standards:

A. Based on manufacturers nutritional data or nutrient facts labels:
1. No more than eight grams of total fat per serving, with the exception of nuts and seeds.
2. No more than two grams of saturated fat per serving.
B. All beverages shall not exceed 12 ounces, with the following exceptions:
1. Water.
2. Milk containing two percent or less fat.
C. Whole milk shall not exceed eight ounces.

In elementary schools 100 percent of all beverages offered shall be milk, water or 100 percent fruit
or vegetable juices.

In middle and high schools:

A. Atleast 60 percent of all beverages offered, other than milk and water, shall be 100 percent
fruit or vegetable juices.

B. No more than 40 percent of all ice cream/frozen desserts shall be allowed to exceed the
above standards for sugar, fat, and saturated fat.

Food and beverages served during special school celebrations or during curriculum related
activities shall be exempt from this policy, with the exception of foods of minimal nutritional

value as defined by USDA regulations.

Schools shall reduce the purchase of any products containing trans fats.
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This policy does not apply to: medically authorized special needs diets pursuant to federal
regulations; school nurses using FMNVs during the course of providing health care to individual
students; or special needs students who’s Individualized Education Plan (IEP) indicates their use
for behavior modification.

Adequate time shall be allowed for student meal service and consumption. Schools shall provide
a pleasant dining environment. The Board of Education recommends that physical education or
recess be scheduled before lunch whenever possible.

The district’s curriculum shall incorporate nutrition education and physical activity consistent with
the New Jersey Department of Education Core Curriculum Content Standards.

The Superintendent of Schools will specifically address the issue of biosecurity for the school
food service. Biosecurity may be part of the plans, procedures and mechanism for school safety.

The Board of Education is committed to promoting the nutrition policy with all food service
personnel, teachers, nurses, coaches and other school administrative staff so they have the skills
they need to implement this policy and promote healthy eating practices. The Board of Education
will work toward expanding awareness about this policy among students, parents, teachers and the
community at large.

The Superintendent of Schools shall develop regulations consistent with this policy, including a
process for measuring the effectiveness of its implementation, and designating personnel within
each school with operational responsibility for ensuring the school is complying with the policy.
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Legal References

NJSA 18A:11-1 General mandatory powers and duties
18A:18A-4.1 f.,h. Use of competitive contracting in lieu of public bidding; boards of
education
18A:18A-6 Standards for purchase of fresh milk; penalties; rules and regulations
18A:33-3 through -5 Cafeterias for pupils
18A:33-9 through -14 Findings, declarations relative to school breakfast programs
18A:54-20 Powers of board (county vocational schools)
18A:58-7.1 through -7.2 School lunch program

NJAC 2:36-1.1 et seq. Child Nutrition Programs
6A:16-5.1(b) School safety plans
6A:23-2.6 Supplies and equipment
6A:32-12.1 Reporting requirements
6A:32--14.1 Review of mandated programs and services
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

Sec. 204 at the Federal Child Nutrition and WIC Reauthorization Act of 2004 (P.L. 108-265)
42 U.S.C. 1751 et seq. Richard B. Russell National School Lunch Act

42 U.S.C. 1771 et seq. Child Nutrition Act of 1966

7 C.F.R. Part 210 Medically authorized special needs diets

7 C.F.R. Part 210.10 Foods of minimum nutritional value

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1200, 1220, 3000/3010, 3450, 3510, 3542, 3542.31, 3542.44, 4222, 5131, 9123, 9124
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It is the policy of the Board of Education that this school district participates in any federal or state
subsidized food program for the benefit of eligible pupils.

Eligibility shall be as determined by the guidelines of the subsidizing agency. The Board requires
that all regulations of the subsidizing agency be observed, especially those that preserve the
privacy of eligible pupils.

The Board hereby adopts, as its own, the free and reduced-price policy developed by the Bureau of
Child Nutrition programs pursuant to federal regulations.

Legal References
NJSA 18A:33-3 Cafeterias for pupils
18A:33-4 School lunch; availability to all children
18A:33-5 Exemptions
18A:33-10 Establishment of school breakfast program in certain schools
18A:33-11 Implementation of school breakfast program by district
18A:58-7.1 through -7.2 School lunch program

NJAC 2:36-1.2 Policy and agreement for school nutrition programs
2:36-1.8 Review and evaluation
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The Board of Education directs that all moneys derived from the operation, maintenance or
sponsorship of the food service facilities of this district be deposited in the Food Services
Account, a special checking account, and shall be administered by the Board Secretary/ Business
Administrator in the same manner as are other moneys belonging to the district.

Cafeteria funds shall be expended in such manner as may be approved by the Board, but no
amount shall be transferred from the Food Services Account to any other account or fund of this
district, except as authorized by the Board and in accordance with law.

The Board Secretary/Business Administrator is authorized to disburse funds from the Food
Services Account in accordance with law.

Legal References

NJSA 18A:11-1 General mandatory powers and duties
18A:18A-4.1 f.,h. Use of competitive contracting in lieu of public bidding; boards of
education
18A:18A-6 Standards for purchase of fresh milk; penalties; rules and regulations
18A:33-3 through -5 Cafeterias for pupils
18A:33-9 through -14 Findings, declarations relative to school breakfast programs
18A:54-20 Powers of board (county vocational schools)
18A:58-7.1 through -7.2 School lunch program

NJAC 2:36-1.1 et seq. Child Nutrition Programs
6A:16-5.1(b) School safety plans
6A:23-2.6 Supplies and equipment
6A:32-12.1 Reporting requirements
6A:32--14.1 Review of mandated programs and services
6A:30-1.1 et seq. Evaluation of the Performance of School Districts

Possible Cross References
3542.31, 5131
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The Board of Education recognizes its responsibility to protect the health of the pupils, staff, and
visitors to this school district as well as providing a safe school environment and secure
foodservice program. Therefore, the Board hereby directs the establishment of a Biosecurity
Management Plan designed to keep school meals free from intentional contamination and enable
the administration and foodservice personnel to respond to threats or incidents of bioterrorism.

The Biosecurity Management Plan:

= Establishes lunch program policies and procedures that minimize the risk of intentional
contamination of food and reduce the risk of illness or death in the school community;

= Assigns key personnel to specific roles and duties pertaining to the Biosecurity
Management Plan;

= Sets procedures aimed at preventing threats and incidents of product tampering and food
contamination;

* Includes appropriate response actions to be taken should an incident occur,

= Provides documentation of actions planned and/or taken;

Implementation of the Biosecurity Management Plan shall be the responsibility of the food service
director with the oversight of the Superintendent of Schools/designee.

Legal References
NJAC 2:36-1.13 Biosecurity for School Food Service
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The Board of Education authorizes and directs the Board Secretary/Business Administrator or
his/her designee to execute contracts with proper vendors in accordance with state law to purchase
subsistence amounts of perishable foods without competitive bids. This policy shall be published
annually as required by law, along with the procedures by which authorized vendors may become
eligible to submit quotations.

Legal References
NJSA 18A:18A-5(a)6 Exceptions to requirements for advertising
18A:18A-6 Standards for purchase of fresh milk; penalties; rules and regulations

NJAC 6A:23-2.6 Supplies and equipment

Possible Cross References
3542, 3542.31, 5131




Millville Board of Education
District Policy Manual

Business & Non-Instructional Operations Series 3000
Copyrighted Materials Policy 3543.11
Date Adopted: May 15, 1989 | Date Revised: June 2, 2008 | Page 1 of 1

It is the intent of the Board of Education to adhere to the provisions of the current copyright laws
and Congressional guidelines.

The Board recognizes that unlawful copying and use of copyrighted materials contributes to
higher costs for materials, lessens the incentives for development of quality educational materials
and fosters an attitude of disrespect for law which is in conflict with the educational goals of this
school system.

The Board of Education directs that district employees adhere to all provisions of Title 17 of the
United States Code, entitled “Copyrights”, and other relative federal legislative and guidelines
related to the duplication, retention, and use of copyrighted materials.

The Board further directs that:
A. Unlawful copies of copyrighted materials may not be produced on district owned
equipment.
B. Unlawful copies of copyrighted materials may not be used with district owned equipment,
within district owned facilities, or at district-sponsored functions.
C. The legal and/or insurance protection of the district will not be extended to employees who
unlawfully copy and use copyrighted materials.

Employees who make copies of copyrighted materials in their jobs are expected to be familiar
with published provisions regarding fair use and public display, and are further expected to be able
to provide to their supervisor, upon request, the justification under The Copyright Act of 1976, as
amended, is codified at 17 U.S.C. Sec.101 et seq. Section 107 or 110 of United States Code 17 for
copies that have been made or used.

Employees who use copyrighted materials that do not fall within fair use or public display
guidelines will be able to substantiate that the materials meet one of the following tests:
A. The materials have been purchased from an authorized vendor by the individual employee
or the Board of Education and a record of the purchase exists.
B. The materials are copies covered by licensing agreement between the copyright owner and
the Board of Education or the individual employee.
C. Materials are being reviewed or demonstrated by the user to reach a decision about
possible future purchase of licensing and a valid agreement exists that allows for such use.

Although there continues to be controversy regarding interpretation of the copyright laws, this
policy represents a sincere effort to operate legally.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
The Copyright Act of 1976, as amended and codified as 17 U.S.C. Sec.101 et seq.
Section 107 or 110 of United States Code 17
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In accordance with the provisions of P.L. 2001, c.404, the Board of Education will provide
reasonable access, inspection, copying and examination of all public records except those
specifically exempted by law.

For the purpose of this policy, Board records shall be defined as, “any paper, written or printed
book, document drawing, map, plan, photograph, microfilm, data processed or image processed,
stored or maintained electronically or by sound-recording or in a similar device or any copy
thereof, that has been made, maintained or kept on file in the course of the Board’s official
business and/or that has been received in the course of the Board’s official business.”

Exemptions
Documents, records and/or information that are exempted from public access include:

1. In general, the portion of any document that discloses the social security number, credit
card number, unlisted telephone number or driver license number of any person;

2. Personnel or pension records, except that an individual’s name, title, position, salary,

payroll record, length of service, date of separation and the reason therefore, and the

amount and type of any pension received are considered government records;

Inter-agency or intra-agency advisory consultative or deliberative material;

Any record within the attorney-client privilege;

5. Administrative or technical information regarding computer hardware, software or
networks that, if disclosed, would jeopardize computer security;

6. Emergency or security information or procedures for any building or facility that, if
disclosed, would jeopardize security;

7. Information that, if disclosed would give an advantage to competitors or bidders;

Information relating to any sexual harassment complaint;

9. Information relating to any grievance filed by or against an individual in connection with
collective negotiations;

10. Information that is a communication between the Board and its insurance carrier,
administrative service organization or risk management office; and

11. Information that is to be kept confidential pursuant to a court order.

W

*®

Custodian of Board Records
The Custodian of Board Records shall be the Board Secretary/Business Administrator.

Responsibility of the Custodian of School Records

The Custodian of Board Records must permit Board records to be inspected, examined, and
copied during regular business hours. The district position of Board Secretary/Business
Administrator is officially designated by this action custodian of Board records. The Board
Secretary/Business Administrator is required to keep and maintain all records and documents
belonging to the Board.
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Timely Access
In general, the Custodian of Board Records has a duty to provide access to a Board record

immediately. However, there may be instances where the requested record(s) may be archived. In
that case, the Custodian of Board Records will attempt to provide the requested record(s) within
seven (7) business days after receiving the request. In general, failure to respond within seven (7)
business days may be deemed a denial of the request.

Redaction of Records

In general, before providing public access, the Custodian of School Records has a duty to redact
any information that discloses the social security number, credit card number, unlisted telephone
number, driver license number and/or other exempted information.

Form for Requesting Records
The custodian shall adopt a form for the public to use to make requests for Board records. The
form must provide the following:
1. Space for the name, address and telephone of the requestor;
Space for a brief description of the record sought;
3. Space for the custodian to indicate which record will be made available, and fees (if any),
to be charged;
4. Specific directions and procedures for requesting the record,
A statement as to whether prepayment of fees (if any) are required;
6. An indication that, in general, the custodian has seven (7) business days after receiving the
request to respond;
7. A statement of the requestor’s right to challenge a decision denying access and the
procedure for filing an appeal;
8. Space for the requestor to sign and date the form,;
9. Space for the custodian to sign and date the form if the request is fulfilled or denied.

9}

Fees Charged for Copying Records

The Board may assess fees for providing copies of records. If the Custodian of School Records
can demonstrate that the actual cost for duplicating a record exceeds these rates, he/she shall
charge the actual cost per page. Under certain circumstances, special service fees may also be
charged.

Appeal of Denial or Access to Records

A person who is denied access to a Board Record may file suit in Superior Court or may file a
complaint with the newly created Government Records Council within the New Jersey
Department of Community Affairs.
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Legal References

NIJSA

NJAC

10:4-6 et seq. Open Public Meetings Act

18A:4-14 Uniform system of bookkeeping for school districts

18A:7A-11 Annual report of local school district; contents; annual report of commissioner;
report on improvement of basic skills

18A:11-2 Power to sue and be sued; reports; census of school

18A:11-2b N.J.S.A. 18A:17-7 through -12 Secretary to give notices and keep minutes, etc.
18A:17-28(e) Duties of business manager

18A:17-35 Records of receipts and payments

18A:17-36 Accounting; monthly and annual reports

18A:17-46 Act of violence; report by school employee; notice of action taken; annual report
18A:36-19 Pupil records; creation, maintenance and retention, security and access;
regulations; nonliability

47:1A-1 et seq. Examination and copies of public records ("Open Public Records Act")
47:3-15 et seq. Destruction of Public Records Law

2:36-1.1 et seq. Child Nutrition Programs

6A:16-5.3 Incident reporting of violence, vandalism and substance abuse

6A:23-2.1 et seq. Double Entry Bookkeeping and GAAP Accounting in Local School
Districts

6A:27-7.9 Vehicle records

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A: 32-7.1 et. seq. Student Records

6A:32-12.2 School level planning

15:3-2.1 et. seq. Records Retention

Annual Data Collection Plan, New Jersey State Department of Education Records Retention
Schedule, New Jersey State Department of Education

Matawan Regional Teachers Association v. Matawan-Aberdeen Bd. of Ed., 212 N.J. Super.
328 (Law Div. 1986)

Laufgas v. Barnegat Twp. Bd. of Ed., 1987 S.L.D. 2442, aff'd St. Bd. 1988 S.L.D. 2496
Horner v. Kingsway Regional, 1990 S.L.D. 752 Beatty v. Chester Bd of Ed, 1999 S.L.D.
(Sept.)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4112.6, 4212.6, 5125, 9330
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An audit of the accounts of the school district shall be made annually by a public school
accountant selected by the Board of Education. The audit examination shall be conducted in
accordance with statute and generally accepted auditing standards and shall include all funds over
which the Board has direct or supervisory control.

An auditor’s fee shall be established in each fiscal year. The Board of Education shall select an
auditing firm experienced in school accounting and willing to perform the required services for the
established fee.

Within 30 days following the receipt of the annual audit, the Board of Education will, at a regular
meeting, cause the recommendations of the auditor to be read and to be discussed, and the
discussion noted in the minutes of the meeting. The Board will direct the implementation of the
auditor’s recommendations.

The Auditor must provide a copy of the most recent review to the Board of Education.

I—

Legal References
NJSA 18A:6-68 Bookkeeping and accounting system (educational services commission)
18A:18A-1 et seq. Public School Contracts Law
18A:23-1 et seq. Audits and auditors

NJAC 6A:23-1.2 Definitions
6A:23-2.2(1) Principles and directives for accounting and reporting
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-12.2 School level planning

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
4112.6,4212.6, 5125, 9330
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The New Jersey School Integrated Pest Management Act of 2002 requires schools to implement a
school integrated pest management policy. As per this policy, the Board of Education directs the
Superintendent of Schools to implement Integrated Pest Management (IPM) procedures to control
pests and minimize exposure of children, faculty, and staff to pesticides. In addition, the Board of
Education shall adopt and maintain an [PM plan developed by the Superintendent of
Schools/designee as part of this policy.

Definition

For the purposes of this policy, Integrated Pest Management shall be defined as a sustainable
approach to managing pests by using all appropriate technology and management practices in a
way that minimizes health, environmental, and economic risks. IPM includes, but is not limited to,
monitoring pest populations, consumer education, and when needed, cultivation practices,
sanitation, solid waste management, structural maintenance, physical, mechanical, biological and
chemical controls.

Integrated Pest Management Procedures

Implementation of IPM procedures will determine when to control pests and whether to use
mechanical, physical, cultural, biological or chemical methods. Applying IPM principles prevents
unacceptable levels of pest damage by the most economical means and with the least possible
hazard to people, property, and the environment.

In preparing the IPM, the Superintendent of Schools will consider the full range of management
options, including no action at all. Non-pesticide pest management methods are to be used
whenever possible. The choice of using a pesticide shall be based on a review of all other
available options and a determination that these options are not effective or not reasonable. When
it is determined that a pesticide must be used, low impact pesticides and methods are preferred and
shall be considered for use first.

Development of IPM Plans

The school IPM plan is a blueprint of how the school system will manage pests through IPM
methods. The IPM plan states the district’s goals regarding the management of pests and the use
of pesticides. It reflects the school’s site-specific needs. The IPM plan shall provide a description
of how each component of the school IPM policy will be implemented at the school. The
Superintendent of Schools, in collaboration with the building Principal, shall be responsible for the
development of the IPM plan for the school.

IPM Coordinator

The Superintendent of Schools shall designate an integrated pest management coordinator, who is
responsible for the implementation of the school integrated pest management policy. The Board
of Education shall approve the selection of the named IPM Coordinator upon recommendation of
the Superintendent of Schools.
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Education /Training
All school personnel will be educated about potential pest problems and IPM methods used to
achieve the pest management objectives.

The IPM Coordinator, other school staff and pesticide applicators involved with implementation
of the school IPM policy will be trained in appropriate components of IPM as it pertains to the
school environment.

Students, parents/guardians will be provided information on this policy and instructed on how they
can contribute to the success of the IPM program.

Record keeping
Records of pesticide use shall be maintained on site to meet the requirements of the state
regulatory agency and the Board of Education.

Records shall also include, but are not limited to, pest surveillance data sheets and other non-
pesticide pest management methods and practices utilized.

Notification/Posting

The Superintendent of Schools, under the direction of the Board of Education, is responsible for
timely notification to students’ parents or guardians and the school staff of pesticide treatments
pursuant to the School IPM Act.

Re-entry
Re-entry to a pesticide treated area shall conform to the requirements of the School IPM Act.

Pesticide applicators

The IPM coordinator shall ensure that applicators follow state regulations, including licensing
requirements and label precautions, and must comply with all components of the School IPM
Policy.

Evaluation
Annually, the Superintendent of Schools will report to the Board of Education on the effectiveness
of the IPM plan and make recommendations for improvement as needed.

The Board of Education directs the Superintendent of Schools to develop regulations/procedures
for the implementation of this policy.
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Legal References

NIJSA

NJAC

13:1F-19 through -33 "School Integrated Pest Management Act"

18A:17-49 through -52 Buildings and grounds supervisors to be certified educational facilities
managers

18A:22-8 Contents of budget; program budgeting system

34:5A-1 et seq. Worker and Community Right to Know Act

34:6A-25 et seq. New Jersey Public Employees Occupational Safety and Health Act

5:23 Barrier free subcode of the uniform construction code
6A:26-12.1 et seq. Operation and Maintenance of Facilities
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-12.1 Reporting requirements

7:30-13.1 et seq. Integrated Pest Management

The School Integrated Pest Management Act of 2002

Possible Cross References

3000/3010, 3516, 7110, 9130
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The school district shall evaluate business processes annually and allocate available resources
appropriately in an effort to establish a strong control environment.

The Business Administrator/Board Secretary shall identify processes that when performed by the
same individuals do not provide a sound segregation of duties. The Business Administrator/Board
Secretary shall segregate the duties of all such processes among business office staff based on
available district resources, assessed vulnerability and the associated cost-benefit

The following functions shall be segregated and completed by different employees in all districts:
A. Human resources and payroll
B. Purchasing and accounts payable

The district shall include in the Comprehensive Annual Financial Report (CAFR) detailed
organizational charts for the central office that tie to the districts' position control logs, including,
but not limited to, the business, human resources and information management functions.

Legal References
NJSA 18A:11-1 General mandatory powers and duties

NJAC 6A:23A-6.5 Segregation of duties

Possible Cross References
3000/3010, 3200, 3300, 3400, 3500, 3510, 3530, 3541, 3542, 3542.1, 3570, 7110, 9330
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Preamble

The educators, both teachers and administrators, employed by the Board of Education believe in
the worth and dignity of man. Each educator recognizes the supreme importance of the pursuit of
truth, devotion to excellence, and the nurture of democratic citizenship. All educators regard as
essential to these goals the protection of the freedom to both learn, and to teach; and the guarantee
of equal educational opportunity for all. The educator accepts personal responsibility to practice
the profession according to the highest ethical standards.

All educators recognize the magnitude of the responsibility they have accepted in choosing a
career in education, and engage themselves, individually and collectively with other educators to
judge their colleagues, and to be judged by them in accordance with the provisions of this code.

Principle I—Commitment to the Student and Parents/Guardians

All educators measure their success by the progress of all students toward realization of their
potential as worthy and effective citizens. The educator, therefore, works to stimulate the spirit of
inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy
goals. Educators recognize the concerns of parents/guardians and attempt to demonstrate these
concerns in the best interest of children.

In fulfilling their obligation to the students and parents/guardians, educators:

1. Shall not deliberately suppress or distort subject matter for which they bear personal
responsibility;

2. Shall respect the confidence of each pupil; information given in confidence should be
passed only to authorized persons or agencies that are attempting to aid the pupil unless
disclosure is required by law;

3. Shall respect the basic responsibility of parents/guardians for their children, seek to
establish friendly and cooperative relationships with the home, and shall be discreet with
information received from parents/guardians;

4. Shall not use classroom privileges and prestige to promote personal gain, selfish interests,
partisan politics, or sectarian religious views;

5. Shall strive to help pupils develop sound moral, ethical, emotional, social and intellectual
foundations;

6. Shall strengthen the democratic activities of the school and show all pupils that American
citizenship involves responsibilities as well as privileges;

7. Shall demonstrate their primary responsibility is to the pupil;

8. Shall make reasonable effort to protect the student from conditions harmful to learning or
to health and safety;

9. Shall conduct professional business in such a way that they do not expose the student to
unnecessary embarrassment or disparagement;
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10. Shall not on the grounds of race, color, creed, or national origin exclude students from
participation in, or deny them benefits under any program, nor grant any discriminatory
consideration of advantage;

11. Shall not tutor for remuneration students assigned to their classes.

Principle IT --Commitment to the Public

Educators hold a position wherein the public trust is embodied. As a trustee of democratic ideals
and of the American heritage, the educator strives to strengthen appreciation for education and its
potential service in the making of a strong country.

In fulfilling their obligation to the public, educators:

1. Shall not misrepresent an institution or organization with which they are affiliated, and
shall take adequate precautions to distinguish between personal views and
institutional/organization policy;

2. Shall not knowingly distort or misrepresent the facts concerning educational matters in

direct and indirect public expressions;

Shall strive to maintain a positive public image in the educational program of the school;

Shall perform the duties of citizenship and participate in community activities;

5. Shall not interfere with a colleague’s exercise of political and citizenship rights and
responsibilities;

6. Shall not use institutional privileges for private gain or to promote political candidates or
partisan political activities;

7. Shall accept no gratuities, gifts or favors, nor offer any favor, service, or thing of value to
obtain special advantage.

P w

Principle IIT -Commitment to the Profession
In fulfilling their obligations to the profession, educators:
= Shall accord just and equitable treatment to all members of the profession in the exercise of
their professional rights and responsibilities;
= Shall not use coercive means or promise special treatment in order to influence
professional decisions of colleagues;
= Shall withhold, protect and safeguard information acquired about colleagues in the course
of employment, unless disclosure serves legitimate professional purposes;
= Shall not misrepresent any professional qualification;
= Shall not knowingly distort evaluations of colleagues;
= Shall endorse the principle that the profession must accept responsibility for the conduct of
its members and understands that as educators own individual conduct will be regarded as
representative of the profession;
= Shall maintain an attitude and personal appearance that strengthens public respect for the
teaching profession and for the school;
= Shall properly and efficiently use and protect all school properties, equipment and
materials;
= Shall be loyal to the nation, the state and the school system;
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= Shall adhere to the conditions of a contract until the contract has been terminated by
mutual consent, or has otherwise been legally modified;

= Shall exercise their right to participate in the democratic processes, which help determine
school policy. Once policy is determined, all educators are then obligated to support it;

= Shall conduct school affairs through defined channels of the school system;

= Shall be considerate and loyal in their relationships with fellow educators and take pride in
their achievements;

= Shall regard public criticism of fellow educators as unprofessional;

= Shall report to the appropriate school authority any matters which involve the best interests
of the school;

= Shall seek continued professional growth.

Principle [IV—Commitment to Professional Employment Practices

The educator regards the employment agreement as a pledge to be executed both in spirit and in
fact in a manner consistent with the highest ideals of professional service. All educators believe
that sound professional relationships with governing Boards are built upon personal integrity,
dignity and mutual respect.

In fulfilling their professional obligations to education, all educators:

1. Shall apply for, accept, offer or assign a position or responsibility on the basis of
professional preparation and legal qualifications;

2. Shall apply for a specific position only when it is known to be vacant, and shall refrain
from underbidding or commenting adversely about other candidates;

3. Shall not knowingly withhold information regarding a position from an applicant or
misinterpret an assignment or conditions of employment;

4. Shall not prompt notice to the employing agency of any change in availability of service,
and the employment agent shall give prompt notice of change in availability;

5. Shall adhere to the terms of a contract or appointment, unless these terms have been legally
terminated, falsely represented, or substantially altered by unilateral action of the
employing agency;

6. Shall conduct professional business through legitimate channels;

7. Shall not delegate tasks of a certified professional unqualified personnel;

8. Shall use all work time for the purpose for which it is intended.

Principle V—Commitment to Confidentiality

It is the desire of all educators and the Board to rectify any misunderstanding between the
teachers, the Board of Education, and the school district by direct discussions informally among
the affected parties. It is only when such informal discussions fail to resolve the differences, shall
either party employ more formal procedures. Before more formal procedures are employed, at
least 15 days written notice should be given to the other party.




Millville Board of Education District Policy Manual

Instructional & Support Personnel Series 4000
Code of Ethics Policy 4110.22
Page 4 of 4

Principle VI—Commitment to High Standards

It is the intent of this policy to prescribe our commitment to high ethical standards, but it is not
feasible to describe every possible infraction, which violates those standards. Our commitment to
high ethical standards means, therefore, that since each educator must be a mature, responsible
decision-maker, the propriety or impropriety of any action depends not only on the goodness of
the ends sought, but also upon the efficacy of the means used to achieve those ends. In short, each
educator must apply the criterion, “what would a reasonable person do?” in each decision-making
situation.

Legal References
NJSA 18A:6-75 through -78 Establishment and operation; teacher performance evaluation project
18A:16-1 Officers and employees in general
18A:27-3.1 Nontenured teaching staff; observation and evaluation; conference; purpose
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:27-5 Written contracts of employment required

Possible Cross References
4112.8,4117.5, 4118.2, 4119.22, 4138, 4138.2
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Any full time school employee who is summoned for jury duty or subpoenaed as a witness must,
apply through the office of the Superintendent of Schools to be granted leave for such purpose.
The Superintendent of Schools may, at his/her discretion and as circumstances warrant, rearrange
the employee’s work schedule and/or grant leave with pay, minus any remuneration received for
such court duty that coincides with the hours for which the employee is being paid by the Board.

Legal References
NJSA 18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
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Creating Positions
The Board of Education recognizes its authority to create and fill teaching staff member positions
to implement a thorough and efficient system of free public education.

The Board shall create new positions as they are required, approve job titles, and specify the
number of positions required to staff adequately each employment category. On a careful review
of the position, the Board shall establish the background experiences and personal qualities, if any
to be required of candidates or preferred among applicants for a particular position. Any such
local qualifications shall be flexibly applied.

The Superintendent of Schools shall recommend to the Board, such new positions or additions to
existing employment categories as may be required by the specific instructional needs of pupils of
the district and each school within the district.

Positions shall, to the maximum extent possible, confirm to certification regulations of the New
Jersey State Board of Education. When district organization requires the creation of a
nonconforming, unrecognized position, the approval of the County Superintendent of Schools
shall be sought before the position is filled.

Abolishing Positions

The Board of Education will provide the professional staff necessary for the economical and
efficient implementation of the educational program of the district. The Board reserves the right
to abolish positions and reduce district staff commensurately whenever reasons of economy,
reorganization of the school district, reduction in the number of pupils, or other good cause so
warrant. The Superintendent of Schools shall continually review the efficiency and effectiveness
of the district organization and recommend to the Board the abolishment of positions and
reallocation of duties and positions.

Legal References
NJSA 18A:16 Employment in general
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:28-9 Reduction in force
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The Board of Education believes that the quality of the professional staff in large part determines
the quality of the education offered district pupils. Therefore, the Superintendent of Schools shall
have the responsibility of locating and recruiting the best-qualified candidates to provide for the
identified needs of district pupils.

Provisional teaching candidates shall be given equal consideration with all other candidates for
teaching positions. The Superintendent of Schools shall follow all requirements of the
administrative code in providing the necessary training program for all teachers hired with
provisional certificates.

Beginning in the 2002-2003 academic year, all teachers newly employed by the Board of
Education for programs in a district supported with Title 1, Part A funds shall be highly qualified,
as defined by federal law. All teachers employed by the Board before 2003 shall be highly
qualified according to federal regulations for the subjects they teach by 2005-2006.

It shall be the duty of the Superintendent of Schools to see that persons nominated for employment
shall meet all qualifications established by state or federal law, including the initiation of a
criminal history check, proof of citizenship or eligible alien status, and certification for the type of
position for which nomination is made.

The Superintendent of Schools shall recommend for employment those individuals who, in his/her
opinion, are best qualified to fill the vacancy without regard to race, creed, color, national origin,
ancestry, age, marital status, familial status, liability for service in the Armed Forces of the United
States, atypical hereditary cellular or blood trait of any individual, disability or because of genetic
information or refusal to submit to or make available the results of a genetic test, or other
conditions not related to the duties and responsibilities of the job. The Superintendent of Schools,
in determining the candidates to be nominated shall seek information from the candidate’s prior
employers.

The Superintendent of Schools shall prepare and maintain job descriptions that define the duties,
responsibilities and qualifications required for each position. The Board shall adopt those job
descriptions required by law or code and others as appropriate.

The Board shall affirm employment and initial placement on the salary guide by a majority vote of
the full membership of the Board.

The Board will appoint teaching staff members only from nominations made by the
Superintendent of Schools. Should a nominee be rejected, it shall be the duty of the
Superintendent of Schools to make other nominations.
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Legal References

NJSA 10:5-1 et seq. Law Against Discrimination
18A:3-15.2 Fraudulently issued, obtained, forged or altered degree or certification; use in
connection with business or occupation
18A:6-5 Inquiry as to religion and religious tests prohibited
18A:6-6 No sex discrimination
18A:6-7.1, -7.5 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception
18A:6-76.1 Deadline for notification to students of requirements of provisional certificate and
induction program
18A:11-1 General mandatory powers and duties
18A:13-40 General powers and duties of board of newly created regional districts
18A:16-1 Officers and employees in general
18A:26-1, -1.1, -2 Citizenship of teachers, etc.
18A:27-1 et seq. Employment and Contracts
18A:54-20 Powers of board (county vocational schools)
26:8A-1 et seq. Domestic Partnership Act

6A:7-1.1 et seq. Managing for Equality and Equity in Education

6A:9-6.1 et seq. Types of Certificates

6A:9-8.1 et seq. Requirements for Instructional Certification

6A:9-11.1 et seq. Exceptions for the Requirements for the Instructional Certificate
6A:9-12.1 et seq. Requirements for Administrative Certification

6A:10A-1.1et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-4.1 Employment of teaching staff

6A:32-4.8 Support residencies for regularly certified, inexperienced first-year principals
6A:32-5.1 Standards for determining seniority

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

8 U.S.C.A. 1100 et seq. - Immigration Reform and Control Act of 1986

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

No Child Left Behind Act of 2001, Pub. L. 107-110 20 U.S.C.A. 6301 et seq.

Old Bridge Education Association v. Old Bridge Township Bd. of Ed., 1986 S.L.D. 1917
Taxman v. Piscataway Bd. of Ed., 91 F. 3d 1547 (3d Cir. 1996)

The Comprehensive Equity Plan, New Jersey Department of Education

Possible Cross References
2130, 2131, 3000/3010, 4000, 4111.1,4112.2,4112.4,4112.5,4112.6,4112.8,4121, 4123,
5120, 6010, 9123, 9124
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The Board of Education guarantees to all persons equal access to all categories of employment,
retention and advancement in this district, regardless of race, creed, color, national origin,
ancestry, age, sex, affectional or sexual orientation, martial status, familial status, liability for
service in the Armed Forces of the United States, atypical hereditary cellular or blood trait or any
individual or non-applicable disability.

An affirmative action/equity program shall be a part of every aspect of employment not limited to
but including upgrading; demotion or transfer; recruitment or recruitment advertising; layoff or
termination; rates of pay or other forms of compensation including fringe benefits; employment
selection or selection for training and apprenticeships; promotion; or tenure.

The Board-designated affirmative action officer shall identify and recommend correction of any
existing inequities, and any that occur in the future.

Harassment and Favoritism

The Board of Education is an affirmative action employer and holds all its employees responsible
for maintaining a working environment that is free from all discriminatory practices. Harassment
or favoritism on any basis included in the Board’s statement of equal access to employment,
retention and advancement is prohibited.

Administrators and supervisors shall be familiarized with the actions that constitute harassment
and favoritism. This material shall be included in the legally mandated affirmative action in-
service training for all employees, and shall be clear and specific (see policy 2224). When
harassment has been determined to have taken place, disciplinary action will follow. All such
determinations shall be reported to the Board.

Sexual Harassment
The Board of Education shall maintain a working environment that is free from sexual harassment.
A. Sexual harassment shall consist of unwelcomed sexual advances, requests for sexual
favors, and other inappropriate verbal or physical conduct of a sexual nature when made by
any member of the school staff to a student when made by any member of the school staff
to another staff member or when made by any student to another student or when made by
a student to a staff member, when:
1. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment or education, or when
2. Submission to or rejection of such conduct by an individual is used as the basis of
academic or employment decisions affecting that individual, or when
3. Such conduct has the purpose or effect of substantially interfering with an
individual’s academic or professional performance or creating an intimidating,
hostile, or offensive employment or education environment.
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B. Sexual harassment, as set forth in Section A, may include, but is not limited to the
following:
1. verbal harassment or abuse
2. pressure for sexual activity
3. repeated remarks to a person with sexually demeaning implications
4. unwelcomed touching suggesting or demanding sexual involvement accompanied
by implied or explicit threats concerning one’s grades, job, etc.

Administrators and supervisors will make it clear to all staff that sexual harassment is prohibited.
No supervisory employee shall threaten or insinuate, either directly or indirectly, that an
employee’s refusal to submit to sexual advances will adversely affect the employee’s continued
employment, evaluation, compensation, assignment or advancement. No supervisory employee
shall promise or suggest, either directly or indirectly, that an employee’s submission to sexual
advances will result in any improvement in any term or condition of employment of an employee.
Sexually harassing conduct committed by non-supervisory personnel is also prohibited.

Staff may file a formal grievance related to sexual harassment. The Board will receive all
complaints and carry out a prompt and thorough investigation and will protect the rights of both
the person making the complaint and the alleged harasser.

Students may also file formal grievances related to sexual harassment (refer to Parent/Student
Handbook — grievance policy).

A substantiated charge against a staff member in the school district shall subject such staff
member to disciplinary action, such as a letter of reprimand, withholding of an increment or
possible discharge.

A substantiated charge against a student in the school district shall subject that student to student
disciplinary action, including suspension or expulsion, consistent with the student disciplinary
code.

Notice of this policy will be circulated to the school and departments of the school district on an
annual basis and incorporated in teacher and parent handbooks. It may also be distributed to all
originations in the community having cooperative agreements with the public schools. Failure to
comply with this policy may result in termination of the cooperative agreement. Training sessions
on this policy and the preventions of sexual harassment shall be held for teachers and students in
the school on an annual basis.

“Whistleblower” Protection
The Board prohibits discrimination or retaliation against any school employee who does any of the
following:
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A. Disclose or threatens to disclose to a supervisor or to a public body an activity, policy or
practice of the Board that the employee reasonably believes is in violation of a law, or a
rule or regulation established pursuant to law;

B. Provides information to, or testifies before, any public body conducting an investigation,
hearing or inquiry into any violation of law, rule or regulation established pursuant to law
by the Board; or

C. Objects to, or refuses to participate in any activity, policy, or practice which the employee
reasonable believes is in violation of law, rule or regulation; is fraudulent or criminal; or is
incompatible with public health, safety or welfare.

The Board shall ensure that notices are posted conspicuously in each school, informing employees
that they are protected under the “Conscientious Employee Protection Act”.

Report on Implementation

The Superintendent of Schools shall devise regulations, including grievance forms and procedures
to implement this policy. He/she shall be responsible for informing staff annually of the identity
and location of the affirmative action officer and the implementing procedures.
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Legal References

NJSA 10:5-1 et seq. Law Against Discrimination
18A:6-5 Inquiry as to religion and religious tests prohibited
18A:6-6 No sex discrimination
18A:18A-17 Facilities for handicapped persons
18A:26-1 Citizenship of teachers, etc.
18A:26-1.1 Residence requirements prohibited
18A:29-2 Equality of compensation for male and female teachers
26:8A-1 et seq. Domestic Partnership Act
34:19-1 et seq. Conscientious Employee Protection Act

NJAC 6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

Executive Order 11246 as amended

29 U.S.C.A. 201 - Equal Pay Act of 1963 as amended

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000¢ et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986)

School Board of Nassau County v. Arline, 480 U.S. 273 (1987)

Vinson v. Superior Court of Alameda County, 740 P.2d 404 (Cal. Sup. Ct. 1987)
Taxman v. Piscataway Bd. of Ed., 91 F. 3d 1547 (3d Cir. 1996)

Saxe v. State College Area School Dist., 240 F. 3d 200 (3d Cir. 2001)

The Comprehensive Equity Plan, New Jersey State Department of Education
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2130, 2131, 2224, 3320, 4111,4112.2,4112.4,4112.5,4112.6,4112.8, 4121, 4147, 5120,

5145.4, 6121
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The Board of Education recognizes that all newly prepared teachers are required to serve their first
year of employment under provisional certification and in a district induction program designed to
train and guide new teachers and to identify those teachers who qualify for standard certification.

The Board will approve a plan for the induction of new teaching staff members and submit the
plan to the New Jersey Department of Education as required by law.

Professional Support Team

The Board shall, in accordance with New Jersey State Board of Education rules, provide
provisional teachers with the training and supervision of a professional support team composed of
the Superintendent of Schools/designee, and experienced mentor teacher, a college faculty
member or comparable staff member, a curriculum supervisor or comparable staff member, and
such additional members as the Superintendent of Schools may recommend and the Board
approve.

Members of the professional support team shall be approved by the Board and recommended by a
committee composed of representatives of the constituent staff organizations. Support team
members shall be appropriately certified, experienced, and cooperative staff members recognized
for their discretion and helpfulness. Support team members shall be appropriately trained for
participation in the induction program.

Mentor teachers shall, whenever possible, be in the same instructional area as the provisional
teacher.

Evaluation of Provisional Teachers

Provisional teachers shall be formally evaluated at least three times, at ten week intervals during
the first year of employment, by two or three members of the support team other than the mentor
teacher. The support team may conduct additional evaluations.

Role of Mentor Teachers

Mentor teachers shall not participate in any way in decisions that may have a bearing on the
employment or certification of provisional teachers. They shall not assess or evaluate the
performance of provisional teachers unless they are appropriately certified administrators.
Interactions between provisional teachers and experienced mentor teachers are formative in nature
and considered a matter of professional privilege. Mentor teachers shall not be compelled to offer
testimony on the performance of provisional teachers.

Compensation for Support Team Members
Members of the professional support team shall be compensated in accordance with the fee
schedule approved by the New Jersey State Board of Education.
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The provisional teacher shall be assessed the entire amount of the fee(s).

The amount of the assessment shall, on the written request of the teacher, be deducted from the
provisional teacher’s salary in amounts prorated throughout the first year of service.

Legal References
NJSA 18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:40A-4 Preservice training of future teachers; teaching certificate requirements
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In accordance with the provisions of NJSA 52:14-7 (PL 2011, c. 70), otherwise known as the
“New Jersey First Act,” which became effective on September 1, 2011, employees are expected to
have their primary residences within the confines of the State of New Jersey, with the exceptions
noted within this policy.

A candidate for employment within this district is granted up to 365 days of the effective date of
hire to establish his/her principal residence in the State of New Jersey and maintain this principal
residence throughout their employment.

For the purposes of this policy, a principal residence shall be defined as:
1. The primary domicile or home location of the employee or employment candidate;
2. The location that is designated as his/her legal address and legal residence for voting;
3. The place where he/she spends the majority of his/her non-working time;
4. The place that is most clearly the center of his/her domestic life;

A New Jersey mailing address shall not, by itself, constitute a principal address in New Jersey.
Current Employees

Any current employee who relocates his/her principal residence outside of the State of New
Jersey, shall forfeit his/her employment with this district.

New Employees and/or Employment Candidates
Any and all newly hired or contracted employee of this district must, as a condition of
employment, be a resident of the State of New Jersey.

Exemptions
Current employees living outside of the State of New Jersey as of September 1, 2011 are

exempted from the residency requirements of this law and as long as the current employee remains
an employee of this district, he/she will continue to be exempted from these residency
requirements.

A newly hired employee shall be granted up to 365 days to establish his/her principal residence in
New Jersey.
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Current employees, new employees and/or employment candidates may apply for an exemption on
the basis of “critical need or hardship” to the residency requirements of this policy and state law
by filing an “Application for Exemption from the Provisions of NJSA 52:14-7a. of the New Jersey
First Act” with the Employee Residency Review Committee, NJ Department of Labor and
Workforce Development, Office of Legal and Regulatory Services, PO Box 110, Trenton, NJ
08625-0110. Copies of this application shall be available from the appropriate District Office.

Legal References

NIJSA

NJAC

10:5-1 et seq. Law Against Discrimination

18A:3-15.2 Fraudulently issued, obtained, forged or altered degree or certification; use in
connection with business or occupation

18A:6-6 No sex discrimination

18A:6-7.1, -7.5 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception

18A:13-40 General powers and duties of board of newly created regional districts 18A:16-1
Officers and employees in general

18A:26-1, -1.1, -2 Citizenship of teachers, etc.

18A:27-1 et seq. Employment and Contracts

52:14-7 New Jersey First Act

52:14-7a Exemptions

6A:7-1.1 et seq. Managing for Equality and Equity in Education

6A:9-8.1 et seq. Requirements for Instructional Certification

6A:9-11.1 et seq. Exceptions for the Requirements for the Instructional Certificate
6A:9-12.1 et seq. Requirements for Administrative Certification

6A:10A-1.1et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-4.1 Employment of teaching staff

6A:32-4.8 Support residencies for regularly certified, inexperienced first-year principals
6A:32-5.1 Standards for determining seniority

Possible Cross References

2111.4,4211.4




APPLICATION FOR EXEMPTION FROM THE PROVISIONS OF
N.J.S.A 52:14-7a. OF THE NEW JERSEY FIRST ACT

Employee Residency Review Committee OFFICIAL USE ONLY:
C/O NJ Department of Labor and Workforce Development Tel. (609) 777-2960
Office of Legal and Regulatory Services

PO Box 110 Fax  (609)292-8246 | Application #:
Trenton, NJ 08625-0110

The New Jersey First Act (the Act) states in pertinent part that any person may apply for an exemption from
the provisions of subsection a. of the Act (a.k.a., the residency requirement) on the basis of “critical need
or hardship.” All such applications are to be submitted to the Employee Residency Review Committee, a
five-member committee composed of three persons appointed by the Governor, a person appointed by the
Speaker of the Assembly, and a person appointed by the President of the Senate.

Instructions: Complete this form and answer all questions. Type or print legibly. Attach any other documents
that may support your application. Mail or fax all documents to the address listed at the top of this page.

APPLICANT INFORMATION
First Name Last Name M.L Daytime Telephone No.
Mailing Address Floor/Apt. No. Cell No.
City State ZIP Code Alternate Telephone No.

EMPLOYER OR PROSPECTIVE EMPLOYER INFORMATION

Employer Name Business Telephone No.
Fax No.

Employer Street Address
e-mail

Employer Mailing Address (if different from street address) Name and Title of Contact Person
Contact Telephone No.

Do you wish for the Committee to notify your employer or prospective employer of this application and provide the employer an opportunity to make a written
submission to the Committee regarding your application? ygs (] NO (J

Would you like an opportunity to appear in-person before the Committee and make a statement in support of your written application? YES (J NO (J

APPLICATION DETAILS

Explain the hardship and/or critical need which is the basis for your exemption request. Attach additional sheets if necessary.
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In accordance with law and for the mutual protection of the district and the employee, every
teaching staff member who has not achieved tenure shall be required annually to sign an
employment contract. The contract shall be executed by the President of the Board of Education
on behalf of the Board and shall contain a termination clause of 60 days’ notice.

Each employment contract shall include:

The term of employment, including beginning and ending dates;

The salary at which the person is employed;

The intervals at which the person is employed;

A provision for termination of contract on notice duly given;

Such other matters as may be necessary to a full and complete understanding of the
contract.

moawx>

Should an employee be offered in error a contract for a salary which differs from that approved by
the Board, the salary approved by the Board shall be the salary paid.

The Superintendent of Schools shall issue salary notification to all tenured and non-tenured
personnel indicating the name of the employee and giving a concise explanation of their
contractual salary for the coming year. All salary notification statements shall be signed by the
Board Secretary/Business Administrator and the Board of Education.

All terms and conditions of the contract shall conform with requirements of state law and the State
Board of Education.

Legal References
NJSA 18A:27-4 Power of boards of education to make rules governing employment of teacher,

etc; employment thereunder
18A:27-5 Written contracts of employment required
18A:27-6 Contents of contracts
18A:27-7 Contract forms
18A:27-8 Filing of contracts
18A:28-8 Notice of intention to resign required

Camden Board of Education v. Nelson Alexander, et als. (A-34/35-02)
Cresskill Bd. Of Ed. v. Cresskill Ed. Assn., 362 NJ Super. 7 (App.Div. 2003)
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
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The certification of teachers and other personnel in the public schools of New Jersey is a
protective measure for the children, the community, and the staff members themselves.
All personnel hired shall have proper certification as required by the New Jersey State
Board of Education. The Superintendent of Schools will take appropriate steps to avoid
employment of teachers with revoked or suspended certificates.

Validity of certification must be verified with the office of the Executive County
Superintendent.

The Superintendent of Schools must receive valid evidence of proper certification or
qualifications to pursue the alternative route to certification before presenting a candidate
to the Board of Education.

District Reporting Requirements
Pursuant to the provisions of NJAC 6A:9-17.4(a), the Superintendent of Schools shall
notify the New Jersey Board of Examiners when:
= Tenured teaching staff members who are accused of criminal offenses or
unbecoming conduct resign or retire from their positions;
= Nontenured teaching staff members who are accused of criminal offenses or
unbecoming conduct, resign, retire or are removed from their positions;
= A certificate holder fails to maintain any license, certificate or authorization
pursuant to the provisions of NJAC 6A:9-4.1(b) that is mandated in order for the
holder to serve in a position; or
* He or she becomes aware that a certificate holder has been convicted of a crime
while in the district's employ;
= The Superintendent of Schools has received a report from the Division of Child
Protection and Permanence (DCP&P) substantiating allegations of abuse or
neglect or establishing “concerns” regarding a certificated teaching staff member.

In the event the New Jersey State Board of Examiners issues an order to show cause
based on the information that the school district provided about the certificate holder, it
shall be the responsibility of the school district to cooperate with the Board of Examiners
in any proceeding arising from the order to show cause.
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Provisionally Certified Teachers

The Board of Education encourages the employment of provisionally certified teachers
for service in their first and second years of employment. The building principal or other
appropriately certified administrator shall observe and evaluate all provisionally certified
teachers in the first year of employment in conformance with the schedule described in
the administrative code.

Mentoring Novice Teachers

In order to enhance student achievement of the Core Curriculum Content Standards by
enhancing the skills of inexperienced teachers, identifying exemplary teaching skills and
practices necessary for excellent teaching and assist novice teachers in adjusting to the
challenges of teaching, the Board of Education shall ensure the development of a
mentoring plan for all novice teachers employed in the district.

The plan shall provide each novice teacher with in-person contact with a mentor teacher
(who may be a retired teacher or administrator) who shall provide confidential support
and guidance to the novice teacher. The plan shall be developed by the local Professional
Development Committee, approved by the Board of Education, and aligned with the
professional standards for teachers as set forth in administrative code. Included in the
plan shall be criteria for selection and training of mentor teachers. Implementation of the
district mentor plan shall be in compliance with the administrative code and included in
the district annual report.

The Board of Education shall annually submit a report with required data to the State
Department of Education on the effectiveness of the local mentoring plan. State funds
appropriated for the novice teacher mentoring program shall be applied in accordance
with law and code.

Special Education
All personnel serving students with disabilities shall be appropriately certified and
licensed, where a license is required.
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Legal References

NIJSA

NJAC

18A:6-38 Powers and duties of the board; issuance and revocation of certificate; rules and
regulations

18A:6-39 Issuance of certificates to non-citizens

18A:6-76.1 Deadlines for notification to students of requirements of provisional certificate
and induction program; submission of induction program plan to school districts and
Department of Education; coordination of mentor training program

18A:26-1, -2,-8.1,-9 Citizenship of teachers, etc.

18A:26-2.1 et al. Supervisory certificate required for appointment as director of athletics
18A:27-2 Employment without certificate prohibited

18A:29-1 Uncertified teacher denied salary

18 A:40A-4 Preservice training of future teachers; teaching certificate requirements

6:30-2.1(a)8 Purpose and program descriptions (Adult education programs
6A:9-1.1 et seq. Professional Licensure and Standards

6A:9-17.4 District reporting responsibilities

6A:10A-2.2 Preschool programs

6A:14-1.1 et seq. Special Education

6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-4.1(d) Employment of teaching staff

6A:32-12.1et seq. Reporting requirements

Old Bridge Education Association v. Old Bridge Township Bd. of Ed., 1986 S.L.D. 1917
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

2131, 4010, 4111, 6130, 6141, 6142.1, 6156, 6163.1, 6164.2, 6171.4, 6200
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It shall be left to the discretion of the Superintendent regarding the initial placement of staff
members on the salary guide. In the absence of public law or contract language to the contrary,
the Board of Education recognizes the need to be competitive in salary when recruiting and hiring
teachers. Therefore, the Superintendent may recommend credit (i.e. steps on the salary guide) to a
teacher for work or other related experience when, in his/her judgment, the teacher is worthy of
such credit.

Legal References

NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher,
etc; employment thereunder
18A:27-5 Written contracts of employment required
18A:27-6 Contents of contracts
18A:27-7 Contract forms
18A:27-8 Filing of contracts
18A:28-8 Notice of intention to resign required
18A:28-9 Reduction in force

Camden Board of Education v. Nelson Alexander, et als. (A-34/35-02)
Cresskill Bd. Of Ed. v. Cresskill Ed. Assn., 362 NJ Super. 7 (App.Div. 2003)
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The Board of Education recognizes the importance of providing the opportunity for employees to
participate in a tax shelter annuity through the districts payroll process.

The guidelines for tax shelter annuities in the district shall be as follows:

1. The approved agency or agencies shall be designated by the Board.

The Board shall direct the Board Secretary to make payroll deductions and transmit such to
the agency.

3. Any questions or clarifications of these programs shall be addressed by employees to the
Board Secretary/Business Administrator. Any enrollment or information sessions relative
to the programs shall be conducted after regular school hours.

4. The Board accepts no liabilities for the performance of either the funds or the agencies.

Legal References
NJSA 17B:17-5 Annuity defined
18A:66-127 Employees of board of education, agreement to reduce salary for purchase of
annuity
18A:66-128 Reduction of salary for obtaining certain benefits
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Health Examinations

When a candidate has been given a conditional offer of employment, he/she shall be required to
submit to a medical evaluation and a physical examination. This physical examination may
include testing for controlled dangerous substances as they are defined in the criminal code.
Elements of the examination of newly employed staff shall include but not be limited to those
physical exam elements listed in administrative code.

Employees may be required to undergo an annual physical examination.

The results of all required employee medical examinations shall be made known to the
Superintendent of Schools on a confidential basis, discussed with the employee, and made a part
of his/her confidential medical record. Records and reports of examinations shall be filed with the
district medical inspector as confidential information but shall be available to and reported to
appropriate health agencies as required by law.

In the event an employee of the Board has been determined to have a mental abnormality or
communicable disease or exhibits symptoms of substance abuse and, if in the opinion of the
district medical inspector such condition makes the employee unfit for continued employment, the
Board may remove the employee from further service as provided by law or grant leave as
provided by law during the period of unfitness. An employee determined to be unfit must provide
the Board with satisfactory proof of recovery before reinstatement will be allowed.

In order to protect the pupils and staff in the district schools, all regulations of the State
Department of Education, the State Department of Health and the Local Board of Health shall be
scrupulously observed, particularly those dealing with contagious/infectious diseases. Staff
members who have been identified as having a communicable disease shall not be permitted
continued employment unless they qualify under the above agencies’ rules pertaining to periods of
incubation, communicability, quarantine and reporting.

When required examinations are performed by a physician designated by the Board, the Board
shall bear the expense. Should an employee prefer to see his/her own physician, with Board
approval, the employee shall bear the expense.

In the event that the prospective employee in question had, as a condition of employment in
another NJ school district during the same school year, undergone an identical physical
examination and can provide the Superintendent of Schools a copy of a certificate to verify this,
then, in that case, the Superintendent of Schools, at his/her discretion, may excuse the prospective
from obtaining a new physical examination.
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Each school employee shall submit an updated health history with an assurance statement
presented within a time frame established by the Board of Education.

An employee who refuses to submit an updated health history with an assurance statement shall
undergo a physical examination pursuant to applicable state laws and regulations.

Confidentiality of employee medical records including computerized records shall be assured.

The school district shall regulate access, compilation and maintenance of employee health records
in compliance with federal and state statutes governing the collection, maintenance, disclosure and
security of employee medical records. It shall be the responsibility of the Superintendent of
Schools to establish procedures to ensure the security of employee health records maintained in
this school district.

The section of the medical record which contains the health history, e.g. medications or current
health status to assure ready access in a medical emergency, may be shared with the
Superintendent of Schools/designee and school nurse with the consent of the employee.

When an employee is requested to submit to any physical examination, he/she shall be provided
with:
A. A written statement of reasons for the request;
B. An opportunity for a Board hearing, if so requested (said hearing shall be in private and
confidential unless the employee requests otherwise);
C. Adequate prior notice of the date of the hearing;
D. Copies of statements or affidavits relied on by the Board prior to the hearing;
E. An opportunity to be represented at the hearing by counsel or other persons of the
employee’s choice;
F. An opportunity to present witnesses on his/her behalf.

Reports of these examinations shall include a statement by the examining physician as to any
physical or mental condition noted likely to prevent the person examined from performing all
duties and responsibilities of the position sought or occupied, or creating a risk to the health or
welfare of pupils or other employees, or a statement that no such condition exists.

All records and report of such examinations shall be filed with the district medical inspector as
confidential information but shall be available to and reported to appropriate health agencies as
required by law.

Occupational Containment of Bloodborne Pathogens

The Board is committed to provide a safe and healthful work environment for staff. In pursuit of
this endeavor, an Exposure Control Plan (ECP) shall be provided to eliminate or minimize
occupational exposure to bloodborne pathogens in accordance with federal regulations.
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The ECP is a key document to assist the district in implementing and ensuring compliance with
the OSHA bloodborne pathogens standard, thereby protecting employees. This ECP includes:
A. Identification of tasks, procedures and job classifications where occupational exposure to
blood occurs;
B. Procedures for evaluating the circumstances surrounding an exposure incident; and,
C. The schedule and method for implementing the specific sections of the standard, including:
Methods of compliance;
Hepatitis B vaccination,;
Post-exposure evaluation and follow-up;
Hazard communication requirements;
Effective employee training;
Recordkeeping.

A

The ECP shall be reviewed annually to ensure that it reflects use of the most current medical
technology.

Implementation and Dissemination

The Superintendent of Schools in consultation with the district medical inspector shall prepare
regulations to implement this policy in compliance with law and code. All employees shall
receive this policy and be made aware of all requirements for health examinations.
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Legal References

NJSA 2C:35-1 et seq. Comprehensive Drug Reform Act of 1987

NJAC

18A:16-2 Physical examinations; requirement

18A:16-3 Character of examinations

18A:16-4 Sick leave; dismissal

18A:16-5 Records of examinations

18A:40-10 Exclusion of teachers and pupils exposed to disease
18A:66-39 Disability retirement

26:4-1 "Communicable disease" defined

26:4-6 Prohibiting attendance of teachers or pupils

26:4-15 Reporting of communicable diseases by physicians
26:5¢-1 et seq. AIDS Assistance Act

6A:16-1.4 et seq. District policies and procedures

6A:16-2.1 Health services policy and procedure requirements

6A:32-6.1 et seq. School Employee Physical Examinations

8:61-1.1et seq. Participation and Attendance at School by Individuals with HIV Infection
12:100-4.2 Safety and Health Standards for Public Employees (Adoption by reference)

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

29 CFR 1910.1030 - Bloodborne Pathogen Standard

School Board of Nassau County v. Arline, 480 U.S. 273 (1987)

Warren v. Warren Fire Officers Association, 10 NJPER 15022

HIV Policy and Practice: Regulatory Requirements for New Jersey Public Schools, SDOE
Division of Student Services, Sept. 1996, Doc. #P101400-31

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4111,4112.6,4117.50,4117.52,4119.23, 4150
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Pursuant to N.J.S.A. 18A:6-7.1 et. seq. and N.J.S.A. 18A:39-19.1, all employees of a public
school district under the supervision of the State Department of Education who hire or contract for
the services of any employees having regular pupil contact must submit a criminal background

check. This mandate shall apply to all employees hired or contracted by the school district after
October 8, 1986.

In order to provide for the proper security of the children of this district by prohibiting
employment of unfit persons in the schools, the Board of Education directs the Superintendent of
Schools to establish procedures necessary for the implementation of the school employee criminal
history review consistent with statute and code.

Further, the Board directs that all employees subject to the criminal history check successfully
clear this process prior to appointment unless the Superintendent of Schools determines that the
circumstances and/or needs of the district warrant an exception.

Legal References
NJISA 18A:6-7.1 et seq Criminal history record checks for final candidates for school employee
positions
18A:39-19.1 Criminal records of school bus drivers; effect
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Orderly administration of the school district and compliance with state and federal law require the
compilation of information about all employees of the district. The Board of Education recognizes
that there is a distinction between those personnel records which are clearly a matter of public
concern, and those which must be considered privileged until such time as they are opened to the
public by the NJ Commission of Education or the courts.

The Superintendent of Schools may consult with the Board Attorney regarding which personnel
records are mandated to be kept by law, and those to be kept for administrative purposes. The
Superintendent of Schools and the Board Attorney shall be responsible for limiting administrative
records to those that are consistent with New Jersey and federal law.

In accordance with federal law, the Superintendent of Schools shall establish procedures to release
information upon request regarding the professional qualifications and degrees of teachers and the
qualifications of paraprofessionals to parents/guardians for any teacher or paraprofessional who is
employed by a school receiving Title 1 funds and who provides instruction to their children.

The Superintendent of Schools shall establish the necessary regulations for maintaining both
public and confidential employee records.

A. The public file shall consist of an alphabetic index of all those presently employed by the
district in whatever capacity. The information in this file shall be limited to name, title,
position, salary, payroll record, length of service, and, if applicable, date of separation and
rehire. The Superintendent of Schools shall devise procedures for making this file
available to the public in accordance with the Open Public Records Act.

B. The confidential file shall consist of an individual personnel folder for each current
employee. The information in this file shall include all records mandated by state and
federal law; evaluation of performance; record of attendance; original application filed by
the employee; transcript of certification; original salary and increments; date of tenure;
notations of commendation and disciplinary actions consistent with law. This file is
available for examination:

1. Atany time, by the Superintendent of Schools or the supervisory personnel he/she
designates;

2. During regular business hours, by the employee or his personally authorized
representative, in accordance with regulations;

3. During regular business hours, or at any meeting of the Board or any committee
thereof, by any member of the Board in connection with any assigned Board
responsibility or duty.
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C. Employee health records shall be maintained separately from other personnel files and in
strict confidentiality. Only the employee, the chief medical inspector and the
Superintendent of Schools shall have access to an employee’s medical file. To assure ready
access in a medical emergency, the section of the medial record that contains the health
history may also be shared with the building principal and the school nurse with the
consent of the employee.

D. Staff emergency contact cards for all employees shall be maintained by the
Superintendent of Schools/designee and updated annually.

Legal References
NJSA 18A:6-7 Oaths of persons employed in teaching capacities
18A:6-7a Removal from personnel files of reference to complaint of child abuse or neglect
determined to be unfounded
18A:6-11 Written charges; written statement of evidence; filing; statement of position by
employee; certification of determination; notice
18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A et seq. Examination and copies of public records ("Open Public Records Act")
47:3-15 et seq. Destruction of Public Records Law
NJAC 6A:32-6.1 et seq. School Employee Physical Examinations

12:100-4.2 Safety and health standards for public employees occupational exposure to
bloodborne pathogens (Adoption by reference)
29 CFR 1910.1030 - Bloodborne Pathogen Standard
No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Executive Order No. 9, September 30, 1963; modified by Executive Order No. 11, November
15,1974
Citizens for Better Education v. Camden Bd. of Ed., 124 N.J. Super. 523 (App. Div. 1973)
Trenton Times Corp. v. Trenton Bd. of Ed., 138 N.J. Super. 357 (App. Div. 1976)
Nero v. Hyland, 76 N.J. 213 (1978), rev'd 146 N.J. Super. 46 (App. Div. 1977), 136 N.J.
Super. 537 (Law Div. 1975)
Brick Township Education Association v. Brick Township Bd. of Ed., 1974 S.L.D. 111
Sayreville Education Association v. Sayreville Bd. of Ed., S.L.D. 197
White v. Galloway Township Bd. of Ed., 1977 S.L.D. 900, aff'd St. Bd. 1977 S.L.D. 903
Witchel v. Cannici and the Passaic Bd. of Ed., 1966 S.L.D. 159
Mendell v. Cimmino and the Kinnelon Bd. of Ed., 1970 S.L.D. 185
Cordano v. Weehawken Bd. of Ed., 1974 S.L.D. 316, appeal dismissed St. Bd. 1974 S.L.D.
323
Horner v. Kingsway Regional Board of Education, 1990 S.L.D. 752
Lacey Township Board of Education v. Lacey Township Education Association, 130 N.J. 312
(1992) Beatty v. Chester 1999 S.L.D. August 31 Ciambrone v. Bloomingdale 2000 S.L.D.
May 7
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3570,4111,4112.4/,4115/4116, 5141.4
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June 2, 2008, November 17, 2008, August 31, 2009,
January 9, 2012

Definitions

For the purpose of this policy “nepotism” shall be defined as the showing of favoritism to an
employee or candidate for employment based on the existence of a relationship as a relative or
immediate family member of a Board Member or Superintendent of Schools.

For the purpose of this policy, “relative” shall be defined as an individual’s spouse, civil union
partner, domestic partner or the parent, child, brother, sister, aunt, uncle, niece, nephew,
grandparent, grandchild, son-in-law, daughter-in-law, stepchild, stepbrother, stepsister, half-
brother or half-sister of the individual or of the individual’s spouse, civil union partner or domestic
partner, whether the relative is related to the individual or the individual’s spouse, civil union
partner or domestic partner by blood, marriage or adoption.

“Immediate family” shall be defined as Board Member or school administrator, their spouse, civil
union partner, domestic partner, child, parent or sibling residing in the same household, whether
related by blood, marriage or adoption.

Employment/Promotion of Relative

The Board of Education, in order to avoid both the reality and the appearance of conflict of
interest in employment, will not appoint a relative of a Board Member or of the Superintendent of
Schools to any employment position in this district. The Superintendent of Schools shall not
recommend to the Board any relative of a Board Member or of the Superintendent of Schools,
unless the person is subject to the exception below. Nor shall any person be considered for
employment in any position in which he/she would come under the direct or indirect supervision
of any relative.

Furthermore, no school district administrator shall supervise or exercise authority on personnel
actions regarding a relative of the administrator. Where it is not feasible to eliminate such direct
or indirect supervisory relationships, appropriate screens and/or alternate supervision/reporting
mechanisms shall be put in place.

Exceptions
Persons who are employees of the Board of the date that this policy becomes effective or the date

a relative becomes a Board Member or Superintendent of Schools shall not be prohibited from
continuing to be employed in the district. This includes employees who must be renewed annually
by the Board. The Superintendent of Schools may recommend those employees for
reemployment, transfer, promotion or removal.
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A relative of a Board Member or the Superintendent of Schools may be employed by the district
provided that the district has obtained the approval from the Executive County Superintend of
Schools. Such approval shall be granted only upon demonstration by the district that it conducted
and thorough search for candidates and that the proposed candidate is the only qualified and
available person for the position.

Board Member/Superintendent of Schools Participation in Negotiations

When a Board Member or school administrator’s relative is a member of the bargaining unit or
receives the benefit of the contract, that Board Member or school administrator shall not discuss
the proposed collective bargaining agreement with that unit or participate in any way in
negotiations. This includes, but is not limited to being a member of the negotiating team. Nor
shall that Board Member or school administrator be present with the Board in closed session when
negotiation strategies are being discussed. However, a school administrator may provide technical
information that is necessary to the collective bargaining process when no one else can provide
that information.

When a member of a Board Member’s or school administrator’s immediate family is a member of
the same state-wide union with which the Board is negotiating, that Board Member or school
administrator shall not participate in any way in negotiations. This includes, but is not limited to
being a member of the negotiating team, prior to the Board’s attaining a tentative memorandum of
agreement with the bargaining unit, including salary guides and/or the total package of money to
be offered.

Once such tentative memorandum of agreement is established, including salary guides and/or the
total package of money is to be offered, the Board Member or school administrator may fully
participate in the process, including Board Member voting, absent other conflicts. Prior to that
time, the Board Member or school administrator shall not be present with the Board in closed
session when negotiation strategies are being discussed. However, a school administrator may
provide technical information that is necessary to the collective bargaining process when no one
else in the district can provide that information.

A school official who has such relationship with any employee of the district as of the effective
date of this policy shall declare such relationship immediately.

Per diem substitutes and student employees are excluded from this nepotism policy.
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Legal References

NIJSA

NJAC

18A:11-1 General mandatory powers and duties

18A:12-2 Inconsistent interests or office prohibited

18A:12-21 et seq. School Ethics Act

18A:16-1 Officers and employees in general

18A:27-4.1 Appointment, transfer, removal or renewal of officers and employees; exceptions

6A:4-1.1 et seq. Appealable decisions

6A:23A-1.2 et seq. Fiscal accountability; definitions
6A:23A-6.2 et seq. Fiscal accountability; nepotism
6A:28-1.1 et seq. School Ethics Commission

In the Matter of the Election of Dorothy Bayless to the Board of Education of the Lawrence
Township School District, 1974 S.L.D. 603, reversing 1974 S.L.D. 595

Shirley Smiecinski v. Board of Education of the Township of Hanover, Morris County, 1975
S.L.D. 478

Scola v. Ringwood Bd. of Ed., 1978 S.L.D. 413

Salerno v. Old Bridge Board of Ed., 1984 S.L.D. (April 28)

Larsen v. Woodbridge Board of Ed., 1985 S.L.D. (March 18)

Scannella v. Scudillo, School Ethics Decision, Complaint No. C-14-93,

(February 3, 1994)

In the Matter of Frank Pannucci, 2000 S.L.D. March 1, State Board Rev'g

Commissioner 97 NJAR 2d (EDU) 339

School Ethics Commission, Advisory Opinion, A01-93

School Ethics Commission, Advisory Opinion, A10-93

School Ethics Commission, Advisory Opinion, A021-93

School Ethics Commission, Advisory Opinion, A07-94

School Ethics Commission, Advisory Opinion, A33-95

School Ethics Commission, Advisory Opinion, A14-00

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4111, 4119.21, 4212.8, 9270
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The Superintendent of Schools shall make certified staff assignments in the manner best
calculated, in his/her judgment, to enhance the educational program.

Teaching, supervisory and administrative personnel are subject to assignment and transfer after
recommendation of the Superintendent of Schools and approved by the Board of Education.
Procedures for such transfers shall comply with provisions of current negotiated agreements and
state and federal law.

In accordance with the law of New Jersey, the Board of Education directs the Superintendent of
Schools to assign teachers, administrators and auxiliary personnel to the school in such a way that
equivalence of personnel is ensured within the school.

The Superintendent of Schools may use his/her discretion to make temporary assignments of
existing employees to cover long-term absences of other staff members. It is the policy of the
Board that these temporary assignments will be in the best interest of the school district and its
pupils.

It is the policy of the Board that twelve-month employees are expected to work a full school day
on such days as school is in session less than full time due to a scheduled non-emergency activity
(workshop, in-service, staff meeting, etc.). The Superintendent of Schools may dismiss twelve-
month employees after less than a full school day’s work in any situation where he/she deems
their continued attendance to be of little or no value to the educational program being considered
at that time.

Part-time teachers shall be scheduled by the Superintendent of Schools and in the case of
emergency school closings, part-time teachers may be scheduled to work on alternate days than
those on which they would have been scheduled in order to effect no loss of instructional time due
to school closing.

Any staff member appointed to an extra duty position is expected to serve unless excused for
extenuating circumstances. A refusal to serve or resignation from extra duty service without
permission may constitute an act of insubordination and subject the employee to disciplinary
procedures.
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Legal References

NIJSA

NJAC

18A:25-1 Transfer of teaching staff members

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:59-1 through -3 Apportionment and distribution of federal funds; exceptions

34:13A-1 et seq. New Jersey Employer-Employee Relations Act

6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

42 U.S.C.A. 2000d - 2000d4 - Title VI of the Civil Rights Act of 1964

20 U.S.C.A. 1681 - Title IX of the Education Amendments of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

Hawkins-Stafford Elementary and Secondary School Improvement Amendments of 1988
(P.L. 100-297)

34 CFR 200.1 to 200.89 - Part 200

34 CFR Part 204

Ridgefield Park Education Association v. Ridgefield Park Board of Education, 78 N.J. 144
(1978)

The Comprehensive Equity Plan, New Jersey State Department of Education Division
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

2224,4111,4111.1, 5145.4, 6160
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To be in compliance with the requirements of P.L. 103-382 as amended, Section 1120A of Title I,
Part A, the Board of Education of the Millville Public Schools directs the Superintendent of
Schools to assign teachers, administrators, and auxiliary personnel to the school in such a way that
equivalence of personnel is ensured among the schools.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment

PL 103-382 as amended, Section 1120A of Title I, Part A
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Supervision
The Superintendent of Schools shall develop procedures for the supervision of the teaching

administrative staff in performance of their duties that shall not be limited to the observations
required for evaluation. Such supervision may include, but need not be limited to, review of
lesson plans and teacher-made examinations; regularly scheduled curriculum conferences; and
brief, informal classroom observations.

The Board acknowledges that the purpose of supervision is to improve teacher performance in
the classroom so that all students have an opportunity to achieve the Core Curriculum Content
Standards.

Each teacher employed in this district as of the effective date specified in code shall be responsible
for fulfilling requirements for continuing education and for making annual progress toward the goal
of 100 clock hours of state-approved professional development every five years. Each teacher's
professional improvement plan (PIP) shall incorporate appropriate steps toward this goal and shall
be designed to assist teachers in obtaining and maintaining the knowledge and skills essential to
student achievement of the state's Core Curriculum Content Standards. The professional
improvement plan shall describe specific activities designed to provide guidance for that teacher in
improving his/her performance. Such activities may include, but are not limited to, seminars,
course work, day-long workshops, and classes on certain instructional approaches. Although
supervisors shall develop professional improvement plans in collaboration with teachers, the
Superintendent of Schools shall maintain final authority in determining their appropriate content.

Supervisory assistance and support in achieving the 100 clock hours of state-approved continuing
education shall be offered in the context of the district's evaluation process, negotiated agreements,
other policies, student safety and well-being, continuity of instruction, and budgetary constraints.

The Superintendent of Schools shall develop procedures for supervision of the teaching and
administrative staff in performance of their duties that shall not be limited to the observations
required for evaluation. Such supervision may include, but need not be limited to, review of
lesson plans and teacher-made examinations; regularly scheduled curriculum conferences; and
brief, informal classroom observations. The supervisor shall note the teacher's satisfactory
fulfillment or non-fulfillment of continuing education requirements identified in the
professional improvement plan.

This policy shall be distributed to each teaching staff member at the beginning of his/her
employment.
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The Board of Education believes that the effective evaluation of teaching staff is essential to the
achievement of the educational goals of this district, including student achievement of the Core
Curriculum Content Standards. The purpose of this evaluation shall be to promote professional
excellence and improve the skills of teaching staff members; improve pupil learning and growth;
and provide a basis for the review of staff performance.

The Board encourages a positive working environment in which the professional growth that
results from staff participation in the evaluation process is considered of major importance.
Therefore, the administration shall develop evaluation instruments flexible enough to identify the
needs, strengths, and improvement objectives of each staff member.

The Superintendent of Schools shall develop, in consultation with teaching staff members, job
descriptions for each teaching staff member position and evaluation criteria for said positions
based directly upon the job description. The job description shall be concise, stating major
responsibilities as briefly as possible. All job descriptions shall be presented to the Board for
approval.

All teaching staff members shall be evaluated against criteria that evolve logically from the
instructional priorities and program objectives of each staff member as specified in the job
description for his/her position.

Criteria must include but need not be limited to consideration of pupil progress; instructional
skills; subject knowledge; professional conduct and growth; human relations skills; classroom
management skills. These criteria shall also apply to requirements for continuing education
and shall be incorporated into each teacher's professional development plan. The individual
professional improvement plans shall be aligned to professional development standards for
teachers.

Tenured teaching staff members shall be observed and evaluated at least once each year by
properly certified persons. Nontenured teaching staff members shall be observed and
evaluated at least three times each year by properly certified district staff.

The evaluation procedures shall provide continuous, constructive, cooperative interaction and
communication between the teaching staff member and his/her supervisor/evaluator, thus ensuring
a valid basis for performance review. All procedures for the evaluation of teaching staff members
shall be in compliance with law and regulation.
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All evaluative procedures shall include review of each teacher's progress toward achievement of
the state-required goal of 100 clock hours of professional development every five years.
Evaluative procedures shall recognize that the purpose of this goal is to assist teaching staff in
obtaining and maintaining the knowledge and skills essential to student achievement of the NJ
Core Curriculum Content Standards. In any instance where an individual teacher fails to make
annual progress toward meeting the 100-hour requirement, or where a professional fails to satisfy
the requirement fully within the five-year period, the district administration shall take appropriate
remedial action, applying sound and accepted principles of progressive supervision as well as by
using existing laws and rules to the fullest extent.

The district administration shall recognize each teacher's fulfillment of the continuing education
requirement. For evaluative purposes, a teacher has fulfilled his/her professional improvement
plan when his/her students have demonstrated satisfactory progress toward achievement of the
curriculum standards, as well as the educational goals of this district.

At the end of the first five-year cycle, the district administration shall annually report all instances
of noncompliance and actions taken to address them to the State Department of Education. The
Board of Education shall cooperate with the County Professional Development Board and the
County Superintendent of Schools in evaluating its program and progress toward goals.

The Superintendent of Schools shall provide each teaching staff member with a copy of this policy
statement, his/her job description, and his/her evaluation criteria annually by October 1, and shall
distribute any amendments to those documents within 10 working days of their becoming
effective. Evaluations shall be completed before April 30™ in compliance with law.

The Superintendent of Schools shall report at least annually on the effectiveness of the evaluation
system and shall recommend means to improve it whenever desirable.

The Superintendent of Schools shall, in the implementation of this policy, develop procedures
in consultation with teaching staff members for:

A. The collection and reporting of data that are appropriate to the job description and
minimally include the observation of classroom instruction;

B. Observation conferences between the teaching staff member and the supervisor; the
preparation of a written evaluation for each of the three observations of nontenured staff
members; and an evaluation for each observation of a tenured staff member;

C. The preparation of individual professional improvement plans that include specific
guidance to the teacher on activities that would contribute to his/her obtaining and
maintaining the knowledge and skills essential to student achievement of the state's core
curriculum standards;
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D. The preparation by the supervisor of an annual written performance report which shall
include the annual evaluation of the teacher, an individual professional improvement plan
developed by the staff member and the supervisor, and a summary of the results of the
formal and informal assessment of his/her pupils along with a statement of how these
indicators relate to the effectiveness of the overall program and the performance of the
staff member;

E. The conduct of the annual summary conference;

F. The signing of the annual written performance report by the properly certified
supervisor/evaluator and the staff member.

All such procedures shall conform to law.

This policy and related procedures shall be reviewed at least yearly, and any necessary revisions
made before re-adoption by the Board.

Legal References
NJSA 18A:4-15 General rule-making power
18A:4-16 Incidental powers conferred
18A:6-10 et seq. Dismissal and reduction in compensation of persons under tenure in public
school system
18A:11-1 General mandatory powers and duties
18A:27-3.1 through -3.3 Non-tenured teaching staff; observation and evaluation; conference;
purpose
18A:27-10 et seq. Nontenured teaching staff member; offer of employment for next
succeeding year or notice of termination before May 31
18A:28-5 Tenure of teaching staff members
18A:29-14 Withholding increments; causes; notice of appeals
NJAC 6:30-2.1(a)8 Purpose and program descriptions

6A:32-4.1(e) (f) Employment of teaching staff
6A:32-4.4 Evaluation of tenured teaching staff members
6A:32-4.6 Procedure for appearance of nontenured teaching staff members before a district
board of education upon receipt of a notice of nonreemployment
6A:32-5.1 et seq. Standards for determining seniority
6A:9-15.1 et seq. Required Professional Development for Teachers
6A:32-4.4 Evaluation of tenured teaching staff member
6A:32-4.5 Supervision of instruction: observation and evaluation of nontenured teaching staff
Lacey Township Bd. of Ed. v. Lacey Township Education Association, 130 N.J. 312 (1992),
aff'g 259 N.J. Super. 397 (App. Div. 1991)
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2130, 2131, 4000, 4010,4112.6,4117.41, 4131/4131.1, 4215/4216, 6143.1, 6200
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Notice as per employee contracts shall be given in cases of dismissal by the Board of Education or
resignation by the employee.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

All notices to and from employees shall be in accordance with law.

Legal References

NIJSA

NJAC

18A:27-3.1 Non-tenured teaching staff; observation and evaluation; conference; purpose
18A:27-3.2 Teaching staff member; notice of termination; statement of reasons; request;
written answer

18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:27-9 Teaching after notice of termination of contract

18A:27-10 et seq. Nontenure teaching staff member; offer of employment for next succeeding
year or notice of termination before May 31

18A:28-8 Notice of intention to resign required

18A:66-43 Retirement of service age limits

18A:66-44 Service retirement allowances

6A:32-4.1 et seq. Employment of teaching staff
6A:32-4.6 Procedure for appearance of nontenured teaching staff members before a district
board of education upon receipt of notice of nonreemployment

Donaldson v. North Wildwood Bd. of Ed., 65 N.J. 236 (1974)

Hicks v. Pemberton Township Board of Education, 1975 S.L.D. 332

Velasquez v. Brielle Board of Education, 97 N.J.A.R. 2d (EDU) (August 6), aff'g on different
grounds Comm'r 96 N.J.A.R. 2d (EDU) (April 4)
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Retirement shall be at the option of the employee in accordance with the rules and regulations of
the Teachers Pension and Annuity Fund or P.E.R.S. The Board will abide by state law in the
matter of retirement agreements. In the event that the Board has any jurisdiction, it will decide on
a case-by-case basis.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

Each year, paid employees who are retiring may be recognized by the Board at the conclusion of
the school year.

Legal References
NJISA 18A:27-9 Teaching after notice of termination of contract
18A:28-8 Notice of intention to resign required
18A:66-43 Retirement of service age limits
18A:66-44 Service retirement allowances
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All certificated staff members who are charged, arrested or indicted for a crime or offense must
submit a report to the chief school administrator of the charge, arrest or indictment, including (but
not limited to) disorderly persons offenses and drunk driving arrests. This reporting requirement
pertains to both in-state and out-of-state offenses and crimes. Pursuant to N.J.A.C. 6A:9-17.1(c)
the employee will make the report within fourteen (14) days. The staff member shall also report
the disposition of any charges within seven (7) days of the disposition.

Failure to comply with these reporting requirements may be deemed “just cause” to revoke or
suspend the certificate(s) of any certificate holder pursuant to N.J.A.C. 6A:9-17.5.

The Superintendent of Schools will make these requirements known to all new employees and to
all employees on an annual basis.

District Reporting Requirements
Pursuant to N.J.A.C. 6A:9-17.4(a), the Superintendent of Schools shall notify the New Jersey
Board of Examiners when:
A. Tenured teaching staff members who are accused of criminal offenses or unbecoming
conduct resign or retire from their positions;
B. Nontenured teaching staff members who are accused of criminal offenses or unbecoming
conduct, resign, retire or are removed from their positions;
C. A certificate holder fails to maintain any license, certificate or authorization pursuant to
N.J.A.C. 6A:9-4.1(b) that is mandated in order for the holder to serve in a position; or,
D. He/she becomes aware that a certificate holder has been convicted of a crime while in the
district's employ.

Legal References
NJSA 18A:6-7.1 Criminal history record checks for final candidates for school employee positions
18A:39-19.1 Criminal records of school bus drivers

NJAC 6A:9-17.1(c) Arrest reporting requirements
6A:9-17.5 Grounds for revocation and suspension of certification
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A certified employee shall submit his resignation in writing to the Superintendent of Schools at
least 60 days prior to the effective date of resignation. This date shall be approved unless the
Board of Education desires to accept the resignation sooner.

The resignation becomes effective upon its formal approval by the Board of Education, and may
be withdrawn by the employee at any time prior to Board action.

Any employee of the school district who terminates his employment of his own volition with
exception of retirees or if released by the Board will forfeit Board granted benefits accrued during
his employment.

If an employee returns to the employ of the Board of Education after having had prior service, said
employee will begin with the same benefits as any other new employee, except as covered by New
Jersey State law, and/or the contracted agreement between the employee and the Board of
Education.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

Legal References

NJSA 18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:27-9 Teaching after notice of termination of contract
18A:27-10 et seq. Nontenure teaching staff member; offer of employment for next succeeding
year or notice of termination before May 31
18A:28-8 Notice of intention to resign required
18A:66-43 Retirement of service age limits
18A:66-44 Service retirement allowances

NJAC 6A:32-4.1 et seq. Employment of teaching staff
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The Board of Education has the right under the state law to abolish unilaterally any existing
position in whole or in part and to reduce the number of employees in any category for reasons of
economy, reduction in the number of pupils, change in the administrative or supervisory
organization, change in the educational program or other good cause.

Should it become necessary to reduce the number of employees in the district, the laws and
regulations of the state shall be the controlling guides. If, in the case of such reduction, candidates
for termination are non-tenured personnel only, the primary basis for selection for termination or
reduction shall be the needs of the district’s educational program and the individual’s contribution
toward achievement of that program based on properly completed observations and evaluations.

If, in the case of such reduction, candidates for termination or reduction in grade are tenured in
this district, the state regulations regarding seniority shall be the primary basis for decision. In the
event that there should be equal applicable seniority among staff members, the decision for
reduction or termination shall be based on the needs of the district’s educational program and the
individual’s contribution toward achievement of that program based on properly completed
observations and evaluations.

In no case shall any choice be based on arbitrary, capricious or discriminatory reasons.
The Superintendent of Schools shall prepare guidelines for restructuring positions and for

determining objectively which employees are to be dismissed as a result, and shall present his/her
recommendations to the Board for action.

Legal References

NJSA 18A:28-5 Tenure of teaching staff members
18A:28-9 Reduction of force; power to reduce and reasons for reduction
18A:28-10 Reasons for dismissals of persons under tenure on account of reduction
18A:28-11 Seniority; board to determine; notice and advisory opinion
18A:28-12 Dismissal of persons having tenure on reduction; reemployment

NJAC 6A:9-5.5 Assignment of titles
6A:32-5.1 Standards for determining seniority
Dennery v. Passaic County Regional High School District Bd. of Ed., 131N.J. 626 (1993)
Primka v. Edison, 93 NJAR 2d (EDU) 91 aff'd State Board 93 NJAR 2d (EDU) 94 aff'd App.
Div. unpub. Op. Dkt. No. A-2427-92T3 Jan. 18, 1994
Impey v. Board of Education of Shrewsbury, 142 N.J. 388 (1995)
Taxman v. Piscataway Bd. of Ed., 91 F. 3d 1542 (3d Cir. 1996)

Possible Cross References
2131, 4115/4116,4117.41
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The Board shall determine annually whether or not a new contract will be offered to a non-tenured
teaching staff member after hearing the recommendation of the Superintendent of Schools.

Should the Board choose not to offer a new contract, written notice or non-renewal of employment
will be sent by the Superintendent of Schools. This notice will be given by the date specified by
law.

A written request from a non-tenured teaching staff member for a written statement of reasons for
non-reemployment will be honored by the Board of Education according to New Jersey law and
code. An informal appearance before the Board may be requested in writing within 10 calendar
days and shall be scheduled within 30 days from receipt of the Board’s statement of reasons in
accordance with the law.

It is the Board of Education’s prerogative to determine the date, starting time and length of an
informal appearance, the purpose of which shall be to permit the staff member a final opportunity
to convince the Board of Education to offer reemployment. Written notice of date and time will
be provided to the staff member at least five working days prior to the informal appearance.

The non-tenured teaching staff member may be represented by counsel or one individual of his/her
choosing and may present witnesses on his/her behalf. Those witnesses are not subject to cross-
examination by the Board of Education and will be excused from the hearing after making their
statements.

Within three working days following the informal appearance, the Board of Education or its
designee will notify the teaching staff member, in writing, of the Board’s final decision.

Legal References
NJSA 18A:27-3.1 Evaluation of performance of nontenure teacher

18A:27-3.2 Request for statement for reasons for non-reemployment
18A:27-4.1 Board of Education, procedure for certain personnel actions; recommendation of
chief school administrator
18A:27-10 et seq Continuation and termination of employment, notice, etc
18A:28-9 Reduction of force; power to reduce and reasons for reduction
18A:28-10 Reasons for dismissals of persons under tenure on account of reduction
18A:28-11 Seniority; board to determine; notice and advisory opinion
18A:28-12 Dismissal of persons having tenure on reduction; reemployment

Possible Cross References
4115/4116,4117.4
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It shall be the policy of the Board of Education to apply the statutes of the state, the policies of this
Board and the regulations of the administration with equal consideration to each staff member.

The Superintendent of Schools shall prepare disciplinary rules for situations most often
encountered which provide for progressive penalties including-where appropriate-verbal warnings,
written warnings, non-renewal of non-tenured employees, withholding of an increment from
tenured employees, dismissal of non-tenured employees and referral of charges against tenured
employees. Such rules shall ensure nondiscriminatory application, differentiate between a second
offense of the initial type and a second offense unlike that for which the employee was initially
reprimanded, and be in accordance with established due process procedures.

Disciplinary rules approved by the Board and shall include the provision that the Board reserves
the right to deduct pay for required service not performed, including time lost through tardiness in
accordance with its policies.

Withholding and Increment

Advancements on the salary guide are not automatically granted and must be earned by
satisfactory performance. Advancement requires favorable evaluations of the employee’s
performance of assigned duties, a satisfactory attendance record and adherence to the rules of the
district and high standards of professional conduct.

The Board may determine, by recorded roll call majority vote of the full membership and at any
time prior to the commencement of the school year or contract year in which the employee’s
salary will vest, to withhold any or all of the increments indicated by the salary guide or by Board
policy.

Within ten (10) days of its formal action to withhold an increment, the Board shall give written
notice to the affected employee of both the action and the reason or reasons for which it was taken.

An increment withheld may be restored only by action of the Board.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:6-10 et seq Dismissal and reduction in compensation
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education expects all employees to adhere to the policy of the Board regarding
unauthorized absence from school property during work hours. Employees violating this policy
by leaving school early or during periods other than lunchtime, without authorization by an
Administrator, shall be subject to disciplinary action.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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Complaints regarding alleged discrimination on the basis of race, color, creed, religion, sex,
ancestry, age, national origin, or social or economic status must be made in writing. Forms are
available from the Affirmative Action Officer.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment

Possible Cross References
2224, 3320, 5145.4, 6121
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It is the policy of the Board of Education to discover and practice reasonable and effective means
of resolving difficulties which may arise among employees; to reduce potential areas of
grievances; and to establish and maintain recognized channels of communication between staff
and administration. With the ultimate goal of serving the educational welfare of children, the
informal grievance procedure shall provide the prompt and equitable adjustment of differences.
The informal grievance procedure shall adhere to guidelines established by contract. It is essential
that full cooperation be given by all employees to achieve these goals.

Each employee shall be assured the opportunity for an orderly presentation and review of concerns
and grievances.

No employee shall suffer reprisals or reduction in status as a result of having presented a grievance
or having represented an employee in a grievance.

It shall be the general practice to process grievance procedures during time which does not
interfere with assigned duties.

An individual employee or his representative during the course of the processing of a grievance
shall continue to follow administrative directives and Board policy.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment

Possible Cross References
2224, 3320, 5145.4, 6121
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An employee of the Board shall not have any interest, financial or otherwise, direct or indirect, or
engage in any business or transaction or professional activity that is in conflict with the proper
discharge of his/her duties.

An employee of the Board shall not use or attempt to use his/her position to secure unwarranted
privileges or advantages for himself/herself or others.

An employee of the Board shall not act in his/her official capacity in any matter wherein he/she
has a direct or indirect personal financial interest such as selection or purchase of any textbook or
other materials on which he/she receives a royalty.

An employee of the Board shall not accept any gift, favor, service or other item of value under
circumstances from which it might be reasonably inferred that such gift, service or other item of
value was given or offered for the purpose of influencing him/her in the discharge of his/her
duties.

Legal References
NJSA 2C:27-1 et seq. Bribery and Corrupt Influence

18A:6-8 Interest of school officers, etc., in sale of textbooks or supplies; royalties
18A:6-8.4 Right to hold elective or appointive state, county or municipal office
18A:11-1 General mandatory powers and duties
18A:12-21 et seq. School Ethics Act
18A:54-20 Powers of board (county vocational schools)
19:34-15 Electioneering within or about polling place; misdemeanor

NJAC 6A:4-1.1 et seq. Appeals
6A:28-1.1 et seq. School Ethics Commission

Green Township Education Association v. Rowe, et al., 328 N.J. Super 525 (App. Div. 2000)

Possible Cross References
1140, 1313,4112.8,4117.5,4118.2,4119.22,4119.23, 9270
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The Board of Education believes that the appearance and dress of teaching staff members is an
important component of the educational program of this school district. The attitude of teaching
staff members about their professional responsibilities and the importance of education in the lives
of their pupils are reflected in their dress and appearance.

The Board retains the authority to specify the following dress and grooming guidelines for staff,
within law, that will prevent such matters from having an adverse impact on the educational
process. Attire shall meet the following criteria:

I.

Men and women should dress in a manner befitting the profession. Faculty dress should
uphold the dignity of the profession and be appropriate to the type of service the teacher is
performing.

Female staff members shall wear skirts or slacks with blouses or sweaters, school uniform,
dresses, skort or slack ensembles, or slack suits. Note: All skirt, skort or dress-like clothing
should not exceed three (3) inches above the knee.

Male staff members shall wear suits, jackets and ties, sweaters, school uniform or sport or
dress shirts with slacks.

Specialized Areas

» Physical education/health teachers, while teaching physical education classes, will
wear attire that is conducive to their subject area.

» Preschool teachers may wear attire that is conducive to the preschool environment.
Casual slacks and sneakers are acceptable.

» The wearing of smocks or other special attire by teachers in the performance of their
duties in specialized areas, such as Home Economics, Science and Art, shall not be
deemed as violation of this code.

» Vocational staff may wear appropriate work boots and other safety-related clothing
items.

Staff going on field trips should dress appropriately as representatives of the school
district.

Teachers attending out of district workshops/inservices should adhere to the district dress
code.

The Board lists the following as unacceptable attire:

» Torn, dirty, or wrinkled clothing.

* Flip flops, bedroom slippers, combat boots, work boots.

= See-through clothing.

» Tight-fitting clothing such as Spandex and leggings.

» Inappropriately low, plunging or deep "V" necklines.

=  Midriff, halters, tank, spaghetti straps, or tube tops.

= Shorts or scooter shorts.

= T -shirts or undershirts as outerwear.
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= Sweatshirts, sweat pants and sweat suits (except as appropriate for PE staff and extra
assignments as deemed appropriate by the building principal).
= (Observable jewelry in body piercings must be limited to the ears only.
8. Exceptions to the above criteria may be permitted with prior approval of the building

administrator.

The building principal or the teaching staff member's supervisor, as appropriate, shall determine
whether a violation of this dress code has occurred and shall discuss the violation with the
teaching staff member concerned. Where a single violation so warrants or violations recur, the
principal or supervisor may enter a reprimand in the teaching staff member's file and may

recommend more stringent disciplinary measures.

Legal References

NJSA 18A:6-10 Dismissal and reduction in compensation of persons under tenure in public school
system
18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.,
employment thereunder
18A:54-20 Powers of board (county vocational schools)
Hicks v. Pemberton Bd. of Ed., 1975 S.L.D. 332
Quiroli v. Linwood Bd. of Ed., 1974 S.L.D. 1035
Carlstadt Teachers Ass'n v. Carlstadt Bd. of Ed., App. Div., unreported decision (docket no.
A-1469-80-T4, decided March 26, 1982), 1982 S.L.D. 1448

Possible Cross References
4117.5,4119.2,4119.21,4119.22, 4119.23, 4138, 6144
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The Board of Education recognizes that the misuse of drugs, steroids, and alcohol is a serious
problem with enormous impact upon the welfare of the entire school community. The Board is
committed to the prevention of drug, steroid, and alcohol abuse and rehabilitation of drug steroid,
and alcohol abusers and implementation of an effective drug, steroid, and alcohol awareness
program for staff members, as well as providing special assistance for addicted staff. The Board
desires to utilize positive approaches in dealing with these problems but will resort to necessary
and appropriate steps to protect the school community from harm caused by exposure to drug,
steroid, and alcohol abuse.

Adoption of Policies and Procedures
A. The Board hereby adopts these policies and procedures for the discipline, evaluation and
treatment of staff members who possess, consume or who, on reasonable grounds, are
suspected of being under the influence of the following substances in the work site.

1. All controlled dangerous substances as identified and prohibited in N.J.S.A.
24:21-1

2. All chemicals and/or chemical compounds which release toxic vapors as defined in
N.J.S.A. 27A:170-25.9 and N.J.S.A. 2C:98-3

3. All alcoholic beverages.

4. Anabolic steroids

B. Guidelines — All Employees

1. For the purpose of this policy “worksite” shall include any school building, or any
school premises and any school owned vehicles or any other school-approved
vehicle used to transport students to and from school or school activities. Worksite
also includes off school property during any school sponsored or school approved
activity, event or function such as a field trip or athletic event, where students are
under the jurisdiction of the school district.

2. The unlawful manufacture, distribution, dispensing, possession of, use of or sale of
any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana,
steroid, or any other controlled substance on or in school worksites is prohibited.
Any violation may subject an employee to participation in a drug rehabilitation
program and disciplinary action including but not limited to non-renewal,
suspension, or termination at the discretion of the Board of Education.

3. The use of alcoholic beverages in school worksites is prohibited. Violations of this
prohibition may subject an employee to disciplinary action that may include but is
not limited to non-renewal, suspension, or termination at the discretion of the
Board.

4. The Board of Education, as a result of criminal convictions of any criminal drug
statute violation by an employee occurring outside of the worksite, may discipline
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1.

said employee. Disciplinary action may include, but not be limited to non-renewal,
suspension, or termination at the discretion of the Board.

The Superintendent of Schools shall establish a drug-free awareness program that
includes notice of the dangers of drug abuse in the workplace and available drug
counseling programs and shall distribute this information to all employees
annually. New employees shall be provided with a copy of this information prior
to beginning work assignments.

The Superintendent of Schools with the Board shall establish standards of staff
conduct to include disciplinary sanctions required when staff members violate
Board policies related to drug, steroid, and alcohol abuse. All disciplinary
sanctions shall be implemented within the framework of the employees’ contractual
rights and due process. All employees shall be provided with a copy of this
information annually.

Nothing in this policy shall be construed in any way to authorize or require the
transmittal of any information or records that are in the possession of a substance-
abuse counseling or treatment program include, but not limited to, the school
districts own substance-abuse programs.

All information concerning a staff member’s involvement in a school intervention
or treatment program shall be kept strictly confidential. See 42 C.F.R. 2 and
N.J.A.C. 6:3-6.6.

The Superintendent of Schools will ensure that all district employees receive
annual in-service training to make them aware of their responsibilities in
accordance with Board policies and N.J.A.C. 6:3-6.3 et seq.

The Board will review annually the effectiveness of these policies and the
Memorandum of Agreement entered into with the appropriate law enforcement
agency. As part of this review, the Board will consult with the County
Superintendent of Schools, local community members, and the County Prosecutor’s
office.

The policies and procedures contained herein shall be made available to all staff on
an annual basis.

C. Work Performance in Connection with a Federal Grant

In order for the school district to qualify for any direct federal grant, the district must
certify that it will provide a drug-free workplace and maintain a good faith effort to
continue to maintain a drug-free workplace. To this end, employees engaged in school
worksites as a result of federal grant moneys shall in addition to complying with
requirements of the programs shall be in strict compliance with this policy.
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The Superintendent of Schools shall notify all employees that they are to notify their respective
supervisors of convictions of any criminal drug statute violation occurring in the workplace.
Employees must notify their supervisors no later than five days after such conviction. To be in
compliances, the district must notify the federal grant program of such conviction within 10 days
of receipt of said conviction.

Legal References
NJSA 2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal

age; penalty
2C:35-1 et seq. Comprehensive Drug Reform Act of 1987
18A:11-1 General mandatory powers and duties
18A:16-2 Physical examinations; requirement
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:36-32 Cigarette coin-operated vending machines; operation, installation or maintenance
on property used for school purposes; fine
18A:54-20 Powers of board (county vocational schools)
26:3D-55 et seq. New Jersey Smoke-Free Air Act

NJAC 6A:16-6.3 Reporting students or staff members to law enforcement authorities
6A:16-6.5 Confidentiality of student or staff member involvement in substance abuse
intervention and treatment programs
6A:26-12.2(a)4 Policies and procedures for school facility operation

New Jersey Constitution, Art. IV, § VII, par. 2 Anti-Drug Abuse Act of 1988
Drug-Free Workplace Act of 1988

A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.

Bayonne Teachers’ Assoc v BOE, City of Bayonne Office Admin Law

Fairlawn Education Assoc v Fairlawn BOE 79 NJ 574 (1979)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1330, 1410,3515, 4117.5
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The Board of Education prohibits the unlawful manufacture, distribution, dispensing, possession
or use of any controlled dangerous substance by any person in any school building, on school
grounds, or during any activity or event sponsored by the Board.

Every employee of this district must, as a condition of employment, agree to be bound by this
policy. An employee who violates the prohibitions or reporting requirements of this policy will be
subject to discipline, which may include dismissal, or certification of tenure charges, as
appropriate. An employee whose involvement with drugs results in a conviction for a crime of the
third degree or above or for an offense touching his/her position will be deemed to have forfeited
his/her public employment, pursuant to N.J.S.A. 2C:51-2.

An employee who is convicted of a drug-related offense must report the conviction to the
Superintendent of Schools within five days of its occurrence. The Superintendent of Schools will
report the conviction, within ten days of the date on which notice of the conviction is received, to
any federal agency from which the district has received funds through a grant.

The Board directs the Superintendent of Schools to establish and maintain a program to:
1. Alert employees as to the dangers of drug abuse in the workplace;
2. Inform employees of the prohibitions against drugs set forth in this policy;
3. Inform employees of available drug counseling, rehabilitation, and assistance programs;
and,
4. Warn employees of the penalties that may be imposed for violations of prohibitions set
forth in this policy.

The Board will report to law enforcement officials and prosecute as appropriate any employee or
visitor who violates the prohibitions of this policy. A pupil who violates this policy will be treated
in accordance with law.

This policy will be distributed to each district employee, including all those engaged in the
performance of services under a federal grant, and will be prominently posted in the district.
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Legal References

NJSA

NJAC

2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal
age; penalty

2C:35-1 et seq. Comprehensive Drug Reform Act of 1987

18A:11-1 General mandatory powers and duties

18A:16-2 Physical examinations; requirement

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:36-32 Cigarette coin-operated vending machines; operation, installation or maintenance
on property used for school purposes; fine

18A:54-20 Powers of board (county vocational schools)

26:3D-55 et seq. New Jersey Smoke-Free Air Act

6A:16-6.3 Reporting students or staff members to law enforcement authorities
6A:16-6.5 Confidentiality of student or staff member involvement in substance abuse
intervention and treatment programs

6A:26-12.2(a)4 Policies and procedures for school facility operation

New Jersey Constitution, Art. [V, § VII, par. 2 Anti-Drug Abuse Act of 1988
Drug-Free Workplace Act of 1988

A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Bayonne Teachers’ Assoc v BOE, City of Bayonne Office Admin Law
Fairlawn Education Assoc v Fairlawn BOE 79 NJ 574 (1979)

Drug-Free Workplace Act of 1988, P.L. 100-690

34 CRF 85.600 et seq.

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

1330, 1410,3515, 4117.5
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The Board of Education establishes the following guidelines to govern staff members in their
political activities:
1. A staff member shall not engage in political activity on school premises.
2. A staff member shall not post political circulars or petitions on school premises
nor distribute such circulars or petitions to pupils nor solicit campaign funds or
campaign workers on school premises.
3. A staff member shall not display any material that would tend to promote any
candidate for office on an election day in a school facility that is used as a polling
place.

A staff member who is a member of the State Legislature or the County Board of Chosen
Freeholders is entitled by law to time off from school district duties, without loss of pay,
during the time the member attends meetings of the Legislature or Board of Chosen
Freeholders or any committee of those bodies. No other staff member who holds elective or
appointive office is so entitled, except as such time off may be provided for by the Board
policy or negotiated agreement.

The provisions of this policy do not apply to the discussion and study of politics and political
issues appropriate to the curriculum, the conduct of pupil elections, or the conduct of
employee representative elections.

Legal References
NJSA 18A:6-8.1 Leave of certain employees to serve in legislature
18A:6-8.1 Leave of certain employees to serve on board of chosen freeholders
18A:6-8.4 Right to hold elective or appointive state, county or municipal office
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The personal life of an employee is not an appropriate concern of the Board except as it may
directly prevent the employee from performing his/her properly assigned functions during the
workday or affect his/her professional relationship with the pupils.

Unbecoming Conduct

When an employee, either within the school or outside normal duties, creates conditions under
which the proper operation of the school is affected, the Board, upon recommendation of the
Superintendent of Schools, and in accordance with statute, shall determine whether such acts or
lack of actions constitute conduct unbecoming a school employee, and if so, will proceed against
the employee in accordance with law.

Unbecoming conduct sufficient to warrant Board review may result from a single flagrant incident
or from a series of incidents.

Legal References
NJSA 2C:51-2 Forfeiture of public office
18A:6-10 et seq Due process for employees suspended or reassigned
18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education recognizes that as telecommunications and other new technologies shift the
manner in which information is accessed, communicated and transferred that those changes will
alter the nature of teaching and learning. Access to telecommunications will allow Instructional
staff members to explore databases, libraries, Internet sites, bulletin boards and the like while
exchanging information with individuals throughout the world. The Board supports access by
Instructional staff members to information sources but reserves the right to limit in-school use to
materials appropriate to educational purposes. Then Board directs the Superintendent of Schools to
provide training of Instructional staff members in skills appropriate to analyzing and evaluating
such resources as to appropriateness for educational purposes.

The Board also recognizes that telecommunications will allow Instructional staff member access to
information sources that have not been pre-screened using Board-approved standards. The Board
therefore adopts the following standards of conduct for the use of computer network(s) and declares
unethical, unacceptable, inappropriate or illegal behavior as just cause for taking disciplinary action,
limiting or revoking network access privileges, instituting legal action or taking other appropriate action
as deemed necessary.

The Board provides access to network(s)/computers for educational purposes only. The Board retains
the right to restrict or terminate Instructional staff members’ access to the computer network(s)/
computers at any time, for any reason. The Board retains the right to have the Superintendent of
Schools/designee monitor network activity in any form necessary to maintain the integrity of the
network(s) and ensure its proper use.

E-mail
School district personnel shall adhere to the following guidelines when sending or receiving
messages via internal or external e-mail:

A. All messages shall pertain to legitimate school business

B. Personnel shall not reveal passwords to others. If a staff member believes that a password
has been lost or stolen, or that someone without authorization has accessed email, he/she
should contact the Help Desk immediately. Email windows should not be left open on the
screen when the computer is unattended.

C. Messages and e-mail files shall be deleted in a timely manner. The network system
operator will delete messages that are retained after 90 days unless other arrangements are
approved by the Superintendent of Schools/designee.

D. To ensure that federal copyright laws are not violated, staff shall not send messages that
contain text without the author’s permission.
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E. Staff shall not send messages that contain material that may be defined by a reasonable
person as obscene; messages that are racist, sexist or promote illegal or unethical activity;
or messages:

= That violate the district’s affirmative action policy;

= That are personal in nature and not related to the business of the district;

= That are broadcast to a large group of other personnel without supervisory
permission;

= That contain confidential information to persons not authorized to receive that
information.

F. Personnel shall become familiar with the district’s policies and regulation on staff and
student access to networked information resources before initiating email use.

G. Employees learning of any misuse of the email systems shall notify the Superintendent of
Schools/designee.

Social Networking Websites
The Superintendent of Schools/designee will annually remind staff members and orient new staff
members concerning the importance of maintaining proper decorum in the on-line, digital world as
well as in person. Employees must conduct themselves in ways that do not distract from or
disrupt the educational process. The orientation and reminders will give special emphasis to:
A. Improper fraternization with students using social networking websites on the internet:
= Teachers may not list current students as “friends” on networking sites;
= All e-contacts with students should be through the district’s computer and
telephone system;
= All contact by coaches with team members shall be sent to all team members;
= Teachers will not give out their private cell phone or home phone numbers without
prior approval of the district;
= Inappropriate contact via e-mail or phone is prohibited;
Inappropriateness of posting items with sexual content;
Inappropriateness of posting items exhibiting or advocating use of drugs and alcohol;
Examples of inappropriate behavior from other districts, as behavior to avoid;
Monitoring and penalties for improper use of district computers and technology;
The possibility of penalties, including dismissal from employment, for failure to exercise
good judgment in on-line conduct.

mmoaw

The Superintendent of Schools/designee will periodically conduct Internet searches to see if
teachers have posted inappropriate materials on-line. When inappropriate use of computers and
websites is discovered, the Superintendent of Schools/designee will download the offensive
material and promptly bring that misconduct to the attention of the Board’s personnel committee
for review.
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Standards for Computer Network(s)
Any individual engaging in the following actions declared unethical, unacceptable or illegal when
using computer network(s)/computers shall be subject to discipline or legal action:

A. Using the computer network(s)/computers for illegal, inappropriate or obscene purposes, or in
support of such activities. Illegal activities are defined as activities that violate federal, state
or local laws and regulations. Inappropriate activities are defined as those that violate the
intended use of the network(s). Obscene activities shall be defined as violation of generally
accepted social standards for use of publicly owned and operated communication vehicles.

B. Using the computer network(s)/computers to violate copyrights, institutional or third-party
copyrights, license agreements or other contracts.

C. Using the computer network(s) in a manner that:

1. Intentionally disrupts network traffic or crashes the network(s);
2. Degrades or disrupts equipment performance;
3. Uses the computing resources of the school district for commercial purposes,
financial gain or fraud;
4. Steals data of other intellectual property;
Gains or seeks unauthorized access to the files of others or vandalizes the data of
another user;
Gains or seeks unauthorized access to resources or entities;
Forges electronic mail messages or uses an account owned by others;
Invades the privacy of others;
Posts anonymous messages;
. Possesses any data that is a violation of this policy; and/or,
. Engages in other activities that do not advance the educational purposes for which
computer network(s)/computers are provided.
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Violations

Individuals violating this policy shall be subject to appropriate disciplinary actions as defined by
Board Policy and the district disciplinary code(s) that includes but is not limited to:

Use of network(s)/computers only under direct supervision;

Suspension of network privileges;

Revocation of network privileges;

Suspension of computer privileges;

Revocation of computer privileges;

Suspension;

Dismissal;

Legal action and prosecution by the authorities; and/or,

Any appropriate action that may be deemed necessary by the Superintendent of Schools
and approved by the Board of Education.

~ZomEmUOows
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Cell Phones

School staff shall not contact parents’/guardians’ or students’ cell phones unless directed to do so
by the parent/guardian or student. School district personnel shall limit cell phone interaction with
students to contact that pertains to legitimate school business. Legitimate school business
includes:

Answering academic inquiries regarding homework, other classroom work or assignments;
Scheduling appointments for school related conferences and/or extra help;

Clarifying classroom expectations and/or assignments;

Notifications related to classroom, club or sports schedules, events, trips, assignments;
deadlines.

oCawp

Staff shall not send messages that contain material that may be defined by a reasonable person as
profane or obscene; messages that are racist, sexist or promote illicit, illegal or unethical activity;
or messages:

A. That violate the district’s affirmative action policy;

B. That are personal in nature and not related to the business of the district;

C. That can be interpreted as provocative, flirtatious or sexual in nature;

D. That contain confidential information to persons not authorized to receive that information.

Text Messages
No staff member, coach or volunteer shall text message any student individually. All text

messages to students shall be sent to the class, team, club or organization.

Implementation
This policy shall be distributed annually to all staff members.




Millville Board of Education District Policy Manual

Instructional Personnel Series 4000

Acceptable Use of Computer Network(s) /

Computers, E-mail, Social Networks & Other Forms of

Electronic Communications by Instructional Staff

Members Policy 4119.26

Page 5 of 5

NJSA 2A:38A-1 et seq Computer system
2C:20-25 Computer-related theft
18A:7A-11 Reports by school districts
18A:6-10 Dismissal and reduction in compensation of persons under tenure
18A:11-1 General mandatory powers and duties
18A 27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:36-35 School Internet web sites; disclosure of certain student information prohibited

Hicks v. Pemberton Bd of Ed 1975 SLD 332

Quiroli v. Linwood Bd of Ed 1974 SLD 1035

Carlstadt Teachers Ass’n v. Carlstadt Bd of Ed App. Div. unreported decision (Docket no. A-
1469-80-T4, decided March 26, 1982) 1982 SLD 1448

N.J. v. T.L.O. 469 U.S. 325 (1985)

O’Connor v. Ortega 480 U.S. 709 (1987)

No Child Left Behind Act of 2001, Pub. L. 107-110

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1111, 3514, 4117.50, 4118.2,4119.2,4119.21,4119.22,4119.23, 4119.24, 4138, 4138.2,
5114, 5124, 5131, 5131.5, 5142, 6142.10, 6144, 6145.3, 6161
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Staff members are not permitted to use personal cell phones, pagers, walkie-talkies or other
portable electronic communications devices while performing their assigned duties (class time,
duty periods) and during school related activities.

During school meetings, personal cell phones are to be turned off and not used.

At no time are personal cell phones permitted to be used while operating district owned, leased or
contracted vehicles.

Personal cell phones may be used during planning periods, lunch periods and /or before and after
the regular workday.

Legal References
NJSA 2C:33-19 Possession of remotely activated paging devices on school property, disorderly
persons offense
18A:11-1 General mandatory powers and duties

NJAC 6A:16-5.8 Remotely activating paging devices
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Teaching staff members, because of their proximity to students, are frequently confronted with
situations that, if handled incorrectly, could result in liability to the district and personal liability to
the staff member. It is the purpose of this policy to direct the preparation of guidelines that would
minimize that possibility.

Major duties of each professional employee are delineated below:
A. To carry out duties and responsibilities set forth by New Jersey statutes, Title 18A, and
New Jersey Administrative Code.
To abide by rules and regulations as established by the Board of Education.
To carry out specific job responsibilities as established by the Board of Education.
To uphold rules and regulations as established by the Superintendent of Schools and other
school administrators.
To properly channel all negative criticism about the district or its employees.
To adhere to prescribed curricula and courses of study.
To adhere to the specific job description for the contracted position.
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It is the responsibility of the Superintendent of Schools to prepare regulations to ensure the
maintenance of the following standards:
A. Each teacher must maintain a standard of care for supervision, control and protection of
students commensurate with assigned duties and responsibilities;
B. A teacher should not voluntarily assume responsibility for duties he/she cannot reasonably
perform. Such assumption carries the same responsibilities as assigned duties.
C. A teacher must provide proper instruction in the safety matters presented in assigned
curriculum guides;
D. Each teacher must immediately report to the administration an accident or safety hazard
he/she detects;
A teacher must not send students on any personal errands;
A teacher must not transport students in a personal vehicle without the approval of the
Superintendent of Schools;
A student shall not be required to perform work or services that may be detrimental to
his/her health;
Pursuant to the laws of the state, each teacher must report to the Superintendent of Schools
immediately, any sign of suspected child abuse or drug abuse.

T
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Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Superintendent of Schools shall make provision to employ the services of substitute teachers
in order to maintain the effective operation of the educational program.

The Board shall approve substitute personnel and the positions in which they may substitute. The
employment of a substitute teacher prior to approval by the Board is authorized only when such
employment is required to maintain continuity in the educational program. Retroactive approval
shall be requested from the Board at the next regular meeting.

Teacher substitutes must have at least a valid substitute teaching certificate issued by the
Executive County Superintendent of Schools, and preferably hold a post secondary degree.

Any substitute teacher shall be entitled only to the wages approved by the Board on a per diem
basis, and to no other benefits.

The Superintendent of Schools shall recruit, screen and recommend to the Board candidates for
employment as instructional substitutes. He/she shall:

A. Develop procedures for the assignment of substitutes;

B. Develop methods of evaluating substitute teachers and make recommendations to the
Board for the retention of substitutes who have performed their duties satisfactorily. Upon
approval by the Board, these substitutes will be added to the list of substitutes who will be
employed in the school.

A substitute teacher who holds valid teaching certification credentials or a certificate of eligibility
or a certificate of eligibility with advanced standing issued by the State Board of Examiners may
be employed to teach subjects authorized by their credentials for up to 60 school days. Any such
certified substitute teacher may be employed to teach subjects not authorized by his/her credentials
for up to 40 school days.

In the event that one person is employed by this district as a substitute teacher under the same
teaching assignment for more than 60 days, he/she shall be compensated at the same rate as a
teacher with similar credentials on a pro-rated basis.

A substitute teacher who holds valid teaching certification credentials or a certificate of eligibility
or a certificate of eligibility with advanced standing issued by the State Board of Examiners may
be employed to teach subjects not authorized by his/her credentials for up to 40 school days.
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A substitute teacher who holds a standard substitute teaching certificate may be hired for up to 20
consecutive school days under the same teaching assignment.

The Executive County Superintendent of Schools may grant an extension of these limits upon
written application from Superintendent of Schools, demonstrating the

districts inability to hire an appropriately certified teacher for the vacant position within the
original school day time limits.

The Superintendent of Schools may apply in writing to the Executive County Superintendent of
Schools for an extension of the original school day time limits written application from this
district, demonstrating the districts inability to hire an appropriately certified teacher for the vacant
position within the original school day time limits.

Long-Term Substitutes

Beginning July 1, 1982 all long-term substitute teachers, ie. those working more than 20
consecutive days in the same position will be paid on per diem basis on the first step of the
teacher's salary guide at the Bachelor's level. The rate of pay will be established by taking one,
two hundredth (1/200) of the above-mentioned rate on the salary guide. No other benefits shall
accrue to long-term substitutes. This Board Policy will apply to all substitutes working less than a
year, i.e. 183 days.

Legal References
NJSA 18A:6-7.1 through -7.5 Criminal history record; employee in regular contact with pupils;
grounds for disqualification from employment; exception
18A:16-1.1 May appoint temporary officers and employees
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:29-16 Emergency certificates; day-by-day basis substitute

NJAC 6A:9-6.5 County substitute credential
6A:32-6.1 et seq. School Employee Physical Examinations

Possible Cross References
4111,4112.2,4112.4
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The Board of Education encourages the Superintendent of Schools to cooperate with colleges and
universities in the placement of teachers/administrative interns in the district school. Student
teachers/administrative interns shall be placed with experienced staff members who agree to
perform this service.

Student teachers/administrative interns shall comply with the requirements of law regarding health
examinations.

The supervising teacher and administration shall be responsible for the conduct of student teachers
while serving in the district school. The Superintendent of Schools shall be responsible for
administrative interns.

Student teachers shall be allowed to participate in school activities where their contributions
would be appropriate to the educational program of the school.

The Superintendent of Schools shall ensure the equitable distribution of student
teachers/administrative interns throughout the school.

No remuneration will be provided to student teachers or administrative interns by the Board of
Education.

Legal References
NJSA N.J.S.A. 18A:6-7.1 through -7.5 Criminal history record; employee in regular contact with

pupils; grounds for disqualification from employment; exception
18A:11-1 General mandatory powers and duties
18A:16-2 through -5 Physical examinations; requirement
18A:16-6 Indemnity of officers and employees against civil actions
18A:16-6.1 Indemnity of officers and employees in certain criminal actions
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:9-10.2 Curriculum for teacher preparation programs
6A:9-10.3 Supervision of practicum students
6A:32-4.1(d)(e) Employment of teaching staff
6A:32-6.1 et seq. School Employee Physical Examinations

Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)
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Within its financial means, the Board may hire aides as recommended by the Superintendent of
Schools.

It is the responsibility of the classroom teacher to plan for any teacher aide’s constructive
involvement with the class. The primary benefit must be to the pupils. Classroom aides shall be
under the supervision of the classroom teacher. Non-instructional aides shall be under the
supervision of appropriate personnel as assigned by the Superintendent of Schools.

All aides shall be required to comply with the provisions of the law regarding health and criminal
background checks.

In accordance with federal law, the Superintendent of Schools shall establish procedures to release
information, upon request, regarding the qualifications of classroom aides to parents/guardians for
any classroom aide who is employed by any school receiving Title 1 funds and who provides
instructional assistance to their children.

Qualification of Classroom Aides in Title 1 Schools
All classroom aides hired in schools that receive Title 1 funds shall be qualified in accordance
with federal law. All such classroom aides must have a high school diploma or its equivalent. All
such classroom aides hired after January 8, 2002, except those working as translators or solely in
conducting parent involvement activities, also must meet at least one of the following criteria:
A. Completed at least two years of study at an institution of higher education;
B. Obtained an associate’s (or higher) degree; or
C. Passed a formal state or local assessment demonstrating ability to assist in instructing
reading, writing, and mathematics or reading readiness, writing readiness and mathematics
readiness, as appropriate.

Classroom aides hired before January 8, 2002 must meet these qualifications by January 2006.

Legal References

NJSA 18A:6-7.1 through -7.5 Criminal history record; employee in regular contact with pupils;
grounds for disqualification from employment; exception
18A:11-1 General mandatory powers and duties
18A:16-2 through -5 Physical examinations; requirement
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:32-6.1 et seq. School Employee Physical Examinations
6A:32-4.7 Approval of paraprofessional staff
8 U.S.C.A. 1100 et seq. - Immigration Reform and Control Act of 1986
No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
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The Board of Education recognizes its legal obligation to provide inservice activities that
are aligned with student learning and educator development needs, and school, district,
and/or State improvement goals. It is the Board of Education’s priority that continuing
education for teaching staff focus on the improvement of teachers' and school leaders'
effectiveness in assisting students in the achievement of the Common Core State
Standards (CCSS) in mathematics and language arts and literacy and Core Curriculum
Content Standards (CCCS).

The Superintendent of Schools shall develop a comprehensive management system for
staff professional improvement and shall assist staff members in the area of professional
improvement by providing relevant information regarding workshops, professional
meetings and course offerings. Professional learning shall incorporate coherent,
sustained, and evidence-based strategies that improve educator effectiveness and student
achievement, including job-embedded coaching or other forms of assistance to support
educators' transfer of new knowledge and skills to their work.

Professional Development for School Leaders

For the purposes of this policy, “school leader” shall be defined as an administrator
whose position requires possession of a school administrator, principal, or supervisor
endorsement.

All active school leaders serving on a permanent or interim basis shall complete training
on issues of school law, ethics, governance, and harassment, intimidation and bullying as
required by NJSA 18A:26-8.2, and other statutory requirements related to student safety
and well-being. To meet this ongoing requirement, the specific training needs of each
school leader will be reviewed annually as part of the professional development planning
process.

School Leaders

The Superintendent of Schools, principals, and supervisors shall fulfill the professional
development requirement through the creation, implementation, and completion of a
professional development plan that:
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A. Aligns with the Professional Standards for School Leaders and the Standards for
Professional Learning;

B. Derives from the results of observations, evidence, and recommendations
included in the annual performance evaluation of the Superintendent of Schools,
principals, or supervisors;

C. Identifies professional goals that address specific individual, school, or district
goals; and,

D. Grounds professional development activities in objectives related to improving
teaching, learning, and student achievement, and in support of the school and/or
district professional development plan.

Professional Development for the Chief School Administrator

The Board of Education shall oversee and review the Superintendent of Schools’
professional development. The professional development shall be linked to individual,
school, and district professional development goals and to the district's professional
development plan.

The Board of Education shall review the professional development plan. The
Superintendent of Schools shall provide to the Board of Education annual evidence of
progress toward completion of the professional development plan and summative
evidence of plan completion every three to five years, depending on the Superintendent
of Schools' contract with the Board of Education.

In cases where there is disagreement between a Superintendent of Schools and his or her
Board of Education regarding plan contents or progress toward completion, the
Superintendent of Schools may appeal to the executive county superintendent, who will
have final decision-making authority on all such matters.

Professional Development for Principals, Supervisors and Other Administrators

The Superintendent of Schools shall oversee and review professional development for
each principal and supervisor. The professional development shall be linked to
individual, school, and district professional development goals and the district's
professional development plan.
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Leaders whose positions require a principal or supervisor endorsement shall have an
annual plan developed in collaboration with the Superintendent of Schools, or designee
holding a Superintendent of Schools endorsement. Leaders whose positions require a
Superintendent of Schools' endorsement but who do not serve as a Superintendent of
Schools of the district shall have an annual plan developed in collaboration with the
Superintendent of Schools, or designee holding a Superintendent of Schools
endorsement.

The Superintendent of Schools, or designee holding a Superintendent of Schools
endorsement, shall meet with the principal, supervisor, or other school administrator at
mid-year to assess progress toward completion or modification of the plan. The
Superintendent of Schools, or designee holding a Superintendent of Schools
endorsement, shall review the status of the professional development plan as part of the
principal's, supervisor's, or other district administrator's annual performance evaluation.

Evidence of Progress

Each active school leader shall be required to provide evidence of progress toward
fulfillment of his or her plan including a narrative account detailing plan goals and their
achievement; and documentation of professional growth activities such as school-based
learning activities; training; university coursework; action research; and study groups.
Study groups may include school, district, county, and/or State associations and
organizations, school and district collaborative teams, and virtual learning communities.

Professional Development for Teachers

To meet the state professional development requirements, each teacher shall be guided by
an individualized professional development plan (PDP), which shall include at least 20
hours per year of qualifying activities. The 20-hour annual requirement shall be reduced
by a pro rata share reflecting the use of family or medical leave. It is the individual
teacher’s responsibility in accordance with district policies, to assure that a teacher meets
the professional development requirement. There is no mandated financial obligation on
the part of the district.

The content of each PDP shall be developed by each teacher's supervisor in consultation
with the teacher and shall align with the Professional Standards for Teachers as described
in NJAC 6A:9-3.3 and the Standards for Professional Learning in NJAC_6A:9-15.3. The
PDP shall be effective for one year and shall specify, at a minimum:
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A. One area for development of professional practice derived from the results of
observations and evidence accumulated through the teacher's annual performance
evaluation;

B. As appropriate, an additional area for development of professional practice
aligned to the teacher's role as a member of his or her collaborative professional
learning team. The professional learning team consists of teachers, school
leaders, and other administrative, instructional, and educational services staff
members who commit to working together to accomplish common goals and who
are engaged in a continuous cycle of professional improvement focused on;

= Evaluating student learning needs through ongoing reviews of data on
student performance; and

» Defining a clear set of educator learning goals based on the rigorous
analysis of these data

C. As appropriate, an additional area for development of professional practice
aligned with school and/or district improvement plans and goals; and

D. Any requirements for professional development stipulated elsewhere in statute or
regulation.

The progress of each teacher in meeting the goals of the PDP must be determined
annually and aligned to the district process for teacher evaluation. Progress on the PDP
must be discussed during a minimum of one annual conference between the teacher and
his or her supervisor. Each teacher shall provide evidence of progress toward meeting the
requirements of his or her individual PDP, and this evidence must be reviewed as part of
each conference. The PDP shall be revised at a minimum annually but may be adjusted as
necessary to support the teacher's progress. All teachers shall have an individual PDP
within 30 instructional days of the beginning of their respective teaching assignments.

A teacher's individual PDP goals may necessitate more than the recommended minimum
requirements. The PDP shall accommodate additional professional development as
necessary. Additional hours of qualifying activities may be required for teachers in low-
performing schools, as determined by the Commissioner.

The Board of Education shall ensure that all teachers receive the necessary opportunities,
support, and resources to engage in ongoing professional learning and to complete the
requirements of their respective PDPs.
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School-Level Professional Development Plans

The principal shall oversee the development and implementation of a plan for school-
level professional development. The school-level professional development plan shall
include a description of school-level and team-based professional learning aligned with
identified school goals, and teacher and student learning needs. The school-level plans
shall become part of the district professional development plan reviewed by the Board of
Education.

The principal shall ensure that all teachers receive the necessary opportunities, support,
and resources to complete professional development requirements.

District-Level Professional Development Plans

The Superintendent of Schools or his or her designees shall oversee the development and
implementation of plans to address the districts' professional development needs. (School
districts sending to the same middle and/or high school may form a regional consortium
to develop one district-wide plan based on the sending schools' plans.)

In accordance with the provisions of NJAC 6A:9-15.6, the Superintendent of Schools:

A. Review school-level professional development plans;

B. Assess the learning needs of students, teachers, and school leaders based on
educator evaluation data, school-level plans, and data from school- and district-
level performances;

C. Plan, support, and implement professional development activities that address the
CCSS and the CCCS, and that align with the Standards for Professional Learning
as noted in NJAC 6A:9-15.3 and the Professional Standards for Teachers and
School Leaders in NJAC 6A:9-3.3 and 3.4; and

D. Develop and update, as necessary, the district mentoring plan for new teachers as
required by Policy 4112.2 Certification and NJAC 6A:9-8.4.

The Superintendent of Schools shall review the district plan annually to assess its
effectiveness and revise it as necessary to meet the district's learning goals for students,
teachers, and school leaders. The district plan shall provide information on school-level
and district-wide professional development opportunities, the resources being allocated
toward their support, and a justification for the expenditures. The district plan shall also
include any professional development required by statute or regulation.

The Superintendent of Schools shall be responsible for the content and implementation of
the district professional development plan. The Superintendent of Schools shall present
the plan to the Board of Education to review for fiscal impact.
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The Board of Education reserves the right to deny any plan that fails to advance district
goals and objectives; is not conducive to student achievement of the Common Core State
Standards or the Core Curriculum Content Standards; or contravenes current negotiated
agreements, other Board of Education policies, student safety and well-being, continuity
of the instructional program, or budgetary constraints.

Staff participation that may require release time and/or financial reimbursement from the
Board of Education will be determined by the Board of Education after recommendation
by the Superintendent of Schools.

Staff members who participate in out-of-district programs at Board of Education expense
shall submit a written report highlighting the main thrust and ideas observed by the
participant.

Mandated Inservice Programs

The Superintendent of Schools shall arrange development of appropriate inservice
presentations, seminars and/or workshops on equity issues, special education, child abuse
and neglect, drug/alcohol abuse awareness, handling blood and body fluids, possible
hazardous substances in the workplace, crises response, school violence and other topics
specifically required by federal or New Jersey law. These required presentations,
seminars and/or workshops shall not count automatically toward the required 20 hours of
continuing education annually.
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Legal References

NIJSA

NJAC

18A:7A-11 Annual report of local school district; contents

18A:7A-11e improvement of basic skills

18A:17-46 Act of violence; report by school employee; notice of action taken; annual
report

18A:27-4 Power of boards of education to make rules governing employment of teacher,
etc.; employment thereunder

18A:30-7 Power of boards of education to pay salaries

18A:31-2 Attendance at conventions of New Jersey Education Association
18A:40A -3 Initial inservice training programs; curriculum

34:5A-10 Retention of workplace surveys

34:5A-13 Employee education and training program; certification of instructors

6A:7-1.6 Professional development

6A:14-1.2(b)13 District eligibility for assistance under IDEA Part B
6A:15-1.8 Inservice training

6A:9-15.1 et seq. Required Professional Development for Teachers
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:16-1.1et seq. Programs to Support Student Development
6A:16-11.1et seq. Reporting Allegations of Child Abuse and Neglect
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-4.1 Employment of teaching staff

6A:32-4.4 Evaluation of tenured teaching staff members

6A:32-4.5 Evaluation of nontenured teaching staff members

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
The Comprehensive Equity Plan, New Jersey State Department of Education
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4115, 4116, 4133,4231/4231.1, 5131.6, 5141, 6142.2,6171.3,6171.4
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Each school will develop a School Leadership Committee (SLC) according to guidelines set forth
by the State of New Jersey Department of Education.

SLC membership shall include the building Principal, teachers, school-level support staff, parents
and community members. The SLC may include students. No one group identified above may
constitute 50 or more of the SLC membership. Board of Education members shall not serve on
the SLC. A school district employee shall not serve as either a parent or community member on
an SLC of that district. The makeup of the SLC should also be consistent with the guidelines set
out in the Whole School Reform (WSR) model selected and state mandate.

This policy will assure that all those eligible to be members of the team (teachers, parents and
support staff) will be made aware of the team development and given an opportunity to express
interest in being a candidate for the team. Each building planning team development procedure
will be forwarded to the Millville School and Community Task Force. Building plans will be
submitted to the Superintendent and the Board of Education for approval.

Definition of the roles, training, meetings, workgroups and all other matters pertaining to the SLCs
shall use criteria as set forth in the Guide for Implementing Urban Education Reform in Abbott
Districts.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education encourages the participation of teaching staff members in research
projects that are soundly designed and professionally conducted.

Teaching staff members may seek funding from local, state and federal sources, public and private
for locally conducted research projects. Any research project involving pupils must be approved
by the Board; all other research projects involving district personnel, facilities and/or resources
may be approved by the Superintendent of Schools.

An application for approval of a proposed research project must set forth the purpose of the
project, a detailed description of the project, the degree to which, if any, the project will interrupt
or displace the regular instructional program; a projection of the number of pupils, if any, and staff
members who will be involved, the period of time that will be devoted to the project, the means by
which the project will be evaluated, and an assessment of the contribution the project will make to
the educational program of the district.

A written report must be made to the Superintendent of Schools when a research project is
terminated, either complete or incomplete. The Superintendent of Schools may also require
progress reports during the course of any research project and may notify appropriate
administrators of the conduct of any research project.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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In the event of an emergency brought about by a job action, including a strike, by any employee
group, it shall be the policy of the Board of Education to make every effort to keep schools open
and to carry out its obligation under New Jersey state law; Title 18A, to educate the children of the
community.

Since there is no authorization in law for job actions, and since actions are constitutionally
prohibited, including strikes, by public employees, it shall be the policy of the Board, in the event
of any job action, including a strike or any other act that withholds employee services from the
Board, to take appropriate legal action to deal with such a matter.

In emergency situations under this policy, all usual policy adoption procedures shall be suspended
for the duration of the emergency, and the Board may adopt policies on first reading to enable the
Board to maintain operation of the schools and the safety and welfare of the community, pupils
and employees.

The Superintendent of Schools or his/her designee shall have the authority to take such immediate
emergency steps as he/she deems necessary to ensure safety and well being of pupils and
employees and to protect the property of the district.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board considers it part of a teacher’s professional responsibilities to attend such staff
meetings as may be required for the proper functioning of a school, to serve on committees
involved in curriculum development and textbook selection, and to participate in parent-teacher
organizations and functions.

School administrators shall seek to give sufficient notice of staff meetings, hold them with
reasonable frequency and length, and make committee assignments equitably, taking into account
provisions of current negotiated agreements.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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No employee of the Board of Education may solicit or sell products for personal gain within the
school while under active contract.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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School employees shall not engage in outside activities or perform any services other than those
assigned or allowed by the district during the contractual hours of the prescribed school day.

No outside work by a staff member shall prevent him/her from properly performing assigned
functions during duty hours or be prejudicial to his/her work effectiveness.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:12-24 et seq Prohibited acts
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

NJAC 6A:28-1.1 et seq School Ethics Commission

Possible Cross References
3514, 4119.21, 4138.2
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The Board of Education recognizes that the discharge of its responsibility to provide a thorough
and efficient system of education for each child in the district may require special help for some
pupils beyond the regular classroom program. Tutorial instruction shall be interpreted to mean
individualized instruction additional to, and in support of, regular classroom instruction.

Wherever possible within the working day, each teaching staff member shall assist assigned pupils
in the remediation of individual learning difficulties.

In certain cases where extra help is desirable and the parents/guardians request such assistance, a
teacher or administrator may recommend that the parents/guardians secure tutorial services for
the pupil.

To avoid placing a teacher in a position where he/she may have a conflict of interest, teachers shall
not tutor, for a fee, pupils enrolled in their classes or upon whose evaluation or assignment they
may be called upon to pass. Nor shall any employee of the Board make a commitment to perform
services for extra pay when he/she has been instrumental in recommending the need for those
services.

Teachers shall not tutor any pupil for pay during regular working hours or on school premises.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:12-24 et seq Prohibited acts
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

NJAC 6A:28-1.1 et seq School Ethics Commission

Possible Cross References
3514, 4119.21, 4138.2
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The summer payment plan is designed to spread the salary payments of ten month employees
more evenly over the twelve month period and thereby avoid two month summer periods during
which no salary is received.

When requested by a staff member the Board of Education will set up a payroll deduction plan
whereby ten percent of each month's gross salary will be deducted and placed in a separate
account in the member’s name. At the close of the school year, the employee will have access to
this full amount of the deduction.

Participation in the summer payment plan may be elected from year to year, but the method of
payment cannot be altered during the school year.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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Communicable Diseases-Exclusion from School (Pupils and Employees)

It is sometimes necessary to exclude from school individuals who are ill or who have been
exposed to a communicable disease or whose presence is detrimental to the health or cleanliness
of others. The Board of Education therefore, implements this policy.

The school nurse shall instruct the teachers at the beginning of the school year, or when designated
by the Millville Board of Education about the methods employed to detect the first signs of
communicable diseases and the recognized measures for the promotion of health and prevention of
disease. In addition, the school nurse will instruct those teachers from whose classrooms a pupil
has been excluded about the symptoms of the disease for which the pupil was excluded.

No teacher shall attempt to diagnose any illness of a pupil but shall refer suspected cases to the
nurse.

Any staff member who appears to be ill or who is suspected of having a communicable disease
shall be excluded from school or isolated at school to await instructions from the school physician,
and/or the school nurse.

Where there is evidence of departure from the normal health of any staff member, or if the staff
member has been exposed to a communicable disease, or if the presence of the staff member in the
school is detrimental to the health or cleanliness of the pupils or staff members in the school:
A. The Superintendent of Schools or administrative designee, upon the recommendation of
the school nurse or school physician, may exclude the staff member from the school.
B. In the absence of the school nurse or school physician, the Superintendent of Schools’
designee may exclude the staff member from the school. In that event, the person making
the exclusion must immediately notify the Superintendent of Schools.

A staff member retained at home or excluded from school shall not be readmitted to school until
written evidence is presented of being free of the reason for the exclusion. Such evidence may be
by a qualified physician, or school physician who has examined the staff member.

The rules of the local Board of Health or State Department of Health, New Jersey State Board of
Education, or in the absence of these, the rules of the school physician pertaining to communicable
disease shall apply in determining periods of incubation, communicability, quarantine, and
reporting.

No staff member who is a member of a household in which a person is suffering from or been
exposed to smallpox, diphtheria, scarlet fever, whooping cough, yellow fever, typhus fever,
cholera, or measles, shall attend any public school during such illness, or until the attending
physician, Board of Health, or school physician has certified that all danger of communicating the
disease by the staff member has passed.
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The school physician, and/or the school nurse, shall report all cases of communicable diseases to
the local, county, or state Board of Health. The Superintendent of Schools will also inform the

County Superintendent of Schools.

Legal References
NJSA 18A:16-2 Physical examinations; requirement
18A:16-4 Sick leave; dismissal
18A:16-4 Records of examinations
18A:40-6 et seq Health measures in general
26:4-6 Prohibiting attendance
26:4-15 Reporting of communicable diseases

NJAC 6A:16-2.2 Required health services
6A;16-2.3 Health services personnel
8:57 Reportable communicable diseases
8:61-1.1 Attendance at school by pupils or adults infected by. Human Immuno-deficiency

Virus (HIV)

Possible Cross References
1410,4112.4,4131/4131.1,4212.4, 5113, 5131.6, 5141, 5141.1, 5141 .4
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When the official school year has ended prior to June 30™ staff may be hired and compensated for
summer school projects that are initiated prior to July 1¥ of that year.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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A RESOLUTION to authorize participation under U.S. Healthcare

1. The Millville Board of Education has investigated alternative health plans to the
New Jersey State Health Benefits Plan.

2. U.S. Healthcare has been determined to be a viable solution, offering equal and
better benefits to the New Jersey State Health Benefits Plan.

3. A change to U.S. Healthcare will result in a savings to the Millville Board of
Education.

4. U.S. Healthcare, as an alternative, has been mutually agreed upon by the Millville
Education Association and the Millville Administrators' Association, and the
Cafeteria Staff.

5. The Millville Board of Education hereby elects to change its official Health
Benefits carrier from New Jersey State Health Benefits Plan to U.S. Healthcare,
effective July 1, 1995.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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A RESOLUTION to authorize participation under U.S. Healthcare

6.

10.

The Millville Board of Education has investigated alternative health plans to the
New Jersey State Health Benefits Plan.

U.S. Healthcare has been determined to be a viable solution, offering equal and
better benefits to the New Jersey State Health Benefits Plan.

A change to U.S. Healthcare will result in a savings to the Millville Board of
Education.

U.S. Healthcare, as an alternative, has been mutually agreed upon by the Millville
Education Association and the Millville Administrators' Association, and the
Cafeteria Staff.

The Millville Board of Education hereby elects to change its official Health
Benefits carrier from New Jersey State Health Benefits Plan to U.S. Healthcare,
effective July 1, 1995.

Legal References

NIJSA

18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education of the City of Millville will withhold from the salaries of employees for
the purchase of any of the following which can be made available to the teachers, administrative
and clerical employees of the Millville School District provided said employees furnish to the
Board sufficient authorization in writing to affect the purpose.

A.

B.

DIS
TSA/403b

Payroll Savings

. Health Club

U.S. Government Savings Bonds

Legal References

NJSA 18A:11-1 General mandatory powers and duties

18A:27-4 Power of boards of education to make rules governing employment
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Workers Compensation Physicians

The Board of Education seeks to provide the highest quality benefits while maintaining a sound
fiscal policy. The intention of the workers’ compensation law is to provide the best possible
medical care and rehabilitation services available to employees injured while in the course of
employment. In order to accomplish this, the first step is to get an accurate diagnosis and begin
the proper treatment immediately; therefore, unless an emergency situation exists, each injured
employee must be treated by the Board appointed physician or assigned insurance carrier doctor.

A. In the case of an emergency situation, medical attention should be sought from the nearest

or most practical facility available.

B. In non-emergency situations, the school doctor or nurse must evaluate the injury first.
He/she will refer the patient to other approved panel physician specialists if necessary.
Lost work time may be authorized only by the district’s doctor or the referred specialist.
Failure to go to the school doctor, nurse or assigned insurance carrier doctor will result in
the insurance company’s denial of payment of all disability and medical benefits an
employee may be entitled to.

E. Re-examination of the employee by the school doctor or the assigned insurance carrier
doctor prior to returning to school work is required.

SRS

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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Through its overall safety program and various policies pertaining to school personnel, the Board
shall seek to ensure the safety of employees during working hours.

The Board shall be vigorous in maintaining safe working conditions for employees. It shall expect
employees to follow all established safety rules and regulations, such as those pertaining to the use
of safety equipment, the wearing of safety clothing and protective eye devices where appropriate,
and the lifting and shifting of heavy weights.

Accidents must be reported immediately to the nurse or the supervisor if the nurse is not available.
An accident investigation report must be submitted in-detail to the Superintendent of Schools’

office by the following working day.

Legal References
NJSA 2C:7-1 et seq. Registration of sex offenders; definition; requirements

18A:16-2 Physical examinations; requirement
18A:40-12.1 Protective eye devices required for teachers, pupils and visitors in certain cases
18A:40-12.2 Rules prescribing kinds, types and quality of devices
34:5A-1 et seq. Worker and Community Right to Know Act
34:6A-25 et seq. New Jersey Public Employees' Occupational Safety and Health Act
34:19-1 et seq. Conscientious Employee Protection Act

NJAC 6A:26-12.5 Eye protection in schools
6A:32-12.1(a) Reporting requirements
12:100-4.2 Safety and Health Standards for Public Employees (Adoption by reference)

29 CFR 1910.1030 - Bloodborne Pathogen Standard
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3510, 3516,4111.1,4112.4, 5142
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The Board of Education recognizes that exposure to Human Immunodeficiency Virus (HIV),
Hepatitis B Virus (HBV) and other bloodborne diseases warrant serious concern for employees, at
risk, for exposure to human blood and other body fluids that contain bloodborne pathogens.

The Board is committed to providing a safe and healthful school environment for our entire staff
and student body. In pursuit of this goal, the Board directs the Superintendent of Schools to
develop an Exposure Control Plan (ECP) to eliminate or minimize occupational exposure to
bloodborne pathogens in accordance with OSHA Bloodborne Pathogens Standard, Title 29 Code
of Federal Regulations 1910.1030 and N.J.A.C. 12:100-4.2.

The Exposure Control Plan ensuring compliance with the standard shall include:

A. Employee exposure determination

B. The procedure for evaluation circumstances surrounding an exposure incident

C. The schedule and method for implementing the specifications of the standard, including:
1) Methods of Compliance
2) Hepatitis B Vaccination and post-exposure follow-up
3) Training and communication of hazards to employees
4) Record keeping

The Superintendent of Schools is responsible for the implementation of the ECP. The
Superintendent of Schools will maintain and update the written ECP at least annually and
whenever necessary to include new or modified tasks and procedures.

Those employees who are reasonably anticipated to have contact with or exposure to blood or
other potentially infected materials are required to comply with the procedures and work practices
outlined in this ECP.

The Superintendent of Schools will have the responsibility for written housekeeping protocols and
will ensure that effective disinfectants are purchased.

The Superintendent of Schools will be responsible for ensuring that all medical actions required
are performed and that appropriate medical records are maintained.

The Superintendent of Schools will be responsible for training, documentation of training and
making the written ECP available to employees, OSHA and NIOSH representatives.

The Superintendent of Schools will maintain and provide all necessary personal protective
equipment (PPE), engineering controls (i.e., sharp containers, etc.) labels, and red bags as required
by the standard.
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The Superintendent of Schools will ensure that adequate supplies of the aforementioned
equipment are available.

During implementation of the Exposure Control Plan the Board will handle all information
regarding HIV infected individuals in compliance with the States HIV/AIDS Confidentiality Law,

N.J.A.C. 26:5¢c-5

Legal References
NJSA 18A:16-2 Physical examinations; requirement
18A:16-4 Sick leave; dismissal
18A:16-4 Records of examinations
18A:40-6 et seq Health measures in general
26:4-6 Prohibiting attendance
26:4-15 Reporting of communicable diseases

NJAC 6A:16-2.2 Required health services
6A;16-2.3 Health services personnel
8:57 Reportable communicable diseases
8:61-1.1 Attendance at school by pupils or adults infected by. Human Immuno-deficiency

Virus (HIV)
29 CFR Part 1910.1030 “Bloodborne Pathogens Standards

Possible Cross References
3510, 3516
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The Board of Education directs the Superintendent of Schools to develop rules and procedures to
protect its employees in the performance of their duties. Such procedures shall include, but not be
limited to:
A. Official channels for parent/guardian or student grievances or complaints;
B. Disciplinary regulations that reduce the possibility of student violence;
C. Reporting techniques that bring potentially problem situations to the immediate attention
of the Superintendent of Schools.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education recognizes that certain absences are justifiable and will provide for
employee absences authorized by law and consistent with current negotiated agreement.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:30-1 through -6 Sick leave
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;

employment thereunder
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The Board of Education recognizes that military service rendered by any district employee in the
defense of the country or in maintaining preparedness for conflict, foreign or domestic is a service
benefiting all citizens. Any permanent or full-time officer and/or employee of the district will be
provided military leave and related benefits pursuant to the Uniformed Service Employment and
Reemployment Rights Act (USERRA), 38 USC Section 4301 et seq., PL 2001 Chapter 351
amending NJSA 38:23-1, NJSA 38A:1-1 and NJSA 38A:4-4, and any other applicable Federal and
State laws.

A permanent or full-time temporary officer or employee of the school district who is a member of
the organized militia of New Jersey (New Jersey National Guard, New Jersey Naval Militia Joint
Command) shall be entitled, in addition to pay received, if any, to leave of absence without loss of
pay or time on all days in which he/she is engaged in any period of State or Federal active duty.
The leave of absence for Federal active duty or active duty for training shall not exceed ninety
work days in the aggregate in any calendar year. A permanent or full-time temporary officer or
employee who has served less than one year in the district shall receive this leave without pay, but
without loss of time. This paid leave shall be in addition to the regular vacation or other accrued
leave provided to the officer or employee. Any leave of absence for such duty in excess of ninety
workdays shall be without pay, but without loss of time.

A permanent or full-time temporary officer or employee of the school district who is a member of
the organized reserve of the Army of the United States, United States Air Force Reserve, or
United States Marine Corps Reserve, or other organization affiliated therewith, including the
National Guard of other states, shall be entitled, in addition to pay received, if any, to a leave of
absence without loss of pay or time on all work day she/she shall be engaged in any period of
active duty, provided such leave of absence shall not exceed thirty workdays in any calendar year.
A permanent or full-time temporary officer or employee who has served less than one year in the
district shall receive this leave without pay, but without loss of time. This paid leave shall be in
addition to the regular vacation or other accrued leave provided to the officer or employee. Any
leave of absence for such duty in excess of thirty workdays shall be without pay, but without loss
of time.

Military leave with pay is not authorized for Inactive Duty Training as defined in NJAC 5A:2-2.1.

The district will provide benefits and rights for staff members on military leave as required by
Federal and State laws.

The military leave requirements in this policy are the minimum requirements of applicable Federal
and State laws. The district, at its option, may provide additional military leave with pay and
related benefits.
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Pursuant to NJSA 52:13H-2.1, in accordance with the provisions of Article VIII, Section II,
paragraph 5 of the New Jersey Constitution, upon application by the district to the State Treasury
and approval of the application by the Director of the Division of Budget and Accounting,
reimbursement shall be made by the Sate of New Jersey for any costs incurred as a result of the
provisions of PL 2001, Chapter 351.

Legal References
NJSA 18A:11-1 General mandatory powers and duties

18A:29-11 Credit for military service
38:23-1 et seq Military leave of absence
38A:1-1 Definitions
38A:4-4 Paid military leave of absence
52:13H-2.1 Military leave of absence benefits
47:1A-1 et seq._Examination and copies of public records ("Open Public Records Act")

NJAC 5A:2-2.1. Uniformed Services Employment and reemployment Rights Act

Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 USC Section
4301 et seq
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The Board of Education believes that the regular presence of assigned personnel is vital to the
success of the district’s educational program. Consistent absenteeism or tardiness is unacceptable
and subject to disciplinary action.

The Superintendent of Schools shall develop and the Board shall adopt a plan to encourage all
staff to strive for excellent attendance and punctuality records. These procedures should include a
requirement that the staff member personally report all illness and request all leave at the earliest
possible time. Procedures shall be in accordance with New Jersey statutes and district negotiated
agreement.

A doctor’s certificate is required for all illnesses and injuries for those employees who are absent
more than three days. A doctor’s certificate may be requested in cases of questionable use of sick
leave benefits, even if an employee has been absent for one day.

If it has been determined that an employee has utilized sick leave benefits without just cause,
he/she shall be subject to disciplinary action.

Provisions shall be made for public acknowledgment of exceptional staff attendance records.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:29-14 Withholding increments; causes; notice of appeals
18A:30-1 et seq. Sick Leave
18A:54-20 Powers of board (county vocational schools)

NJAC 6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-2.1 Definitions

Montville Education Ass'n v. Montville Bd. of Ed., 1984 S.L.D. 550, rev'd St. Bd. 1984
S.L.D. 559, rev'd App. Div., unreported decision (docket no. A-1178-84T7, decided
December 6, 1985)

1985 S.L.D. 1972, decision on remand, St. Bd., 1986 S.L.D. 3113

Burlington Educational Ass'n v. Burlington Bd. of Ed., 1985 S.L.D. 889, aff'd St. Bd. 1985
S.L.D.912

Scotch Plains-Fanwood Board of Education v. Scotch Plains-Fanwood Education Association,
270 NJ Super 444 (App. Div. 1994); rev'd. 139 NJ 141 (1995)

Possible Cross References
4150, 4151, 4151.1,4151.6,4151.7
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It is the policy of the Board of Education to provide sick leave and personal leave to school district
personnel. The purpose of such sick leave is to provide income protection to school personnel in
the event of illness. The purpose of personal leave is to allow, for absence from work, with pay, to
take care of personal matters that must be done during the school day.

School personnel are expected to use sick leave and personal leave for the purpose that these
benefits are provided.

Excessive absence from work or illness or other reasons may constitute good cause for
withholding a salary increment or for dismissal proceedings under New Jersey statutes.

The Superintendent of Schools and administrative staff shall develop appropriate guidelines and
plans for the implementation of this policy. Such guidelines and plans shall include, but not be
limited to, the following:
A. Plans to communicate to school district personnel the intent of sick leave and personal
leave and the importance of regular attendance.
B. A system of record keeping to account for sick leave and personal days to include monthly
and annual reports.
C. A system for monitoring absence for sick leave and personal leave to prevent abuses.
D. When appropriate to the circumstances, requesting school district staff to submit
information concerning the cause of absence after three consecutive days of absence.
E. When appropriate to the circumstances following an illness, to request a statement from a
physician that the employee may return to work.

The Board will consider requests for extension of sick leave benefits on a case-by-case basis.

Legal References
NJSA 18A:16-2 through -5 Health examinations

18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:30-1, -2 Sick leave
18A:30-16 Prolonged absence beyond sick leave
34:11B-1 et seq. Federal Family Medical Leave Act

29 USCA 2601 et. seq. (Family Medical Leave Act)
Nevada Dept. Human Resources, et. al v. William Hibbs, et. al, 538 US 721
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Prolonged Absence Beyond Sick Leave

When the absence of any employee from his or her post or duty because of personal disability due
to illness or injury, or because he or she has been excluded from school by the school district’s
medical authorities because of a contagious disease or of being quarantined of such disease in
his/her immediate household, exceeds the annual sick leave together with all accumulated sick
leave of that individual employee, request may be made of the Board of Education to pay any such
person’s salary for such length of time as may be determined by the Board of Education.

The following procedures shall apply:

A. All requests for such prolonged, extended sick leave shall be made in writing and signed
by the employee seeking such leave and such request shall have appended thereto a report
from the employee’s physician detailing the medical condition of the employee.

B. The written request shall be submitted to the Board Secretary with a copy to the
Superintendent of Schools, at least ten days before the next regularly scheduled Board
meeting for inclusion on the agenda of the Board.

C. The Board shall consider each request on an individual basis and may consider the
following factors:

1) The length of employment of the employee within the district.

2) Proposed length of extended sick leave.

3) The nature of the illness/injury.

4) Whether the employee had previously requested such leave.

5) Whether or not the employee is on the verge of retirement because of age or
disability.

6) Number of grants of prolonged sick leave to other employees during the school
term.

7) Position/Function of the employee and potential impact to the district/students of a
substitute employee.

D. If, after individual consideration, the Board grants prolonged sick leave benefits, the Board
shall state by resolution the length of time/number of days of approved paid sick leave.
The pay for each approved day of sick leave shall be calculated
at 1/200™ of the actual salary for a ten month employee and 1/240™ of a twelve
month employee’s salary less the pay of a substitute if a substitute is employee or the
estimated cost of a substitute if none is employed.

E. Ifpaid leave is not granted, but leave is taken by the employee nevertheless, the
employee’s salary shall be reduced by 1/200™ if a ten month employee and 1/240" if a
twelve month employee.

Prolonged Absence Not Constituting Sick Leave

When the absence of any employee from his or her post exceeds the annual personal leave, request
may be made of the Board of Education to pay any such person’s salary for such length of time as
may be determined by the Board of Education.
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The following procedures shall apply:
A. All requests for such prolonged leave shall be made in writing and signed by the employee

B.

seeking such leave.
The written request shall be submitted to the Board Secretary with a copy to the
Superintendent of Schools, at least ten days before the next regularly scheduled Board
meeting for inclusion on the agenda of the Board.
The Board shall consider each request on an individual basis and may consider the
following factors:

1) The length of employment of the employee within the district.

2) Proposed length of extended leave.

3) The reason for the request for extended leave.

4) Whether the employee had previously requested such leave.

5) Number of grants of prolonged leave to other employees during the school term.

6) Position/Function of the employee and potential impact to the district/students of a

substitute employee.

If, after individual consideration, the Board grants prolonged leave benefits, the Board
shall state by resolution the length of time/number of days approved paid leave. The pay
for each such approved day of leave shall be calculated at 1/200™ of the actual salary for a
ten month employee and 1/240™ of a twelve month employee’s salary less the pay of a
substitute if a substitute is employed or the estimated coast of a substitute if none is
employed.
If the leave is not granted, but leave is taken by the employee nevertheless, the employee’s
salary shall be reduced by 1/200™ of the employee’s salary if a ten month employee and
1/240™ if a twelve month employee. In addition, other disciplinary action may be taken.

Legal References

NJSA 18A:16-2 through -5 Health examinations

18A:11-1 General mandatory powers and duties

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:30-1, -2 Sick leave

18A:30-16 Prolonged absence beyond sick leave

34:11B-1 et seq. Federal Family Medical Leave Act

29 USCA 2601 et. seq. (Family Medical Leave Act)
Nevada Dept. Human Resources, et. al v. William Hibbs, et. al, 538 US 721
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The Board affirms that punctuality is a trait that students should aspire to and the Board
recognizes that employees set examples for students. It shall be the policy of the Board of
Education that all employees of the district are expected to be at their assigned area of
responsibility and be ready to perform their required duties on time. Failure to do so may subject
the employees to progressive disciplinary action by the Board of Education.

The Board directs the Superintendent of Schools to establish a reasonable procedure for
determining those employees who fail to be at their established work location on time.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board directs that any incident of accident or injury to any employee that occurs during
working hours shall be reported immediately to the School Nurse.

All injuries requiring first aid or other medical care shall be documented on the School
Accident/Injury Form and it shall be the responsibility of the School Nurse to advise the
Superintendent of Schools of the nature and extent of the injury as well as any first aid applied by
the Nurse. Additionally, the School Nurse shall provide the Superintendent of Schools with a
completed copy of the School Accident/Injury Form.

The School Nurse and/or Superintendent of Schools shall be responsible for arranging for
emergency transportation or treatment of the injured employee if that action is necessary. It shall
be the responsibility of the School Nurse to make the determination as to whether transportation to
a hospital or the School Doctor is necessary.

The School Nurse shall also be responsible for preparing and dispatching any claim forms or other
forms to the appropriate insurance company or health service group.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

NJAC 6A:16-2.1 et seq Health services policy and procedural requirements
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In accordance with the New Jersey Family Leave Act (FLA) and the Federal Family and Medical
Leave Act (FMLA), the Board of Education will grant staff members up to twelve weeks leave of
absence in any twenty-four month period upon advance notice to the district so that the staff
member may provide care made necessary by the birth of a child of the staff member, the
placement of a child with the staff member in connection with adoption of such child by the staff
member, and the serious health condition of a spouse, parent, or child.

A staff member shall not be discriminated against for having exercised his/her rights under the
FLA or the FMLA, nor shall the staff member be discouraged from the use of family leave.

Definitions
For the purposes of this policy the following definitions shall apply:

A. “Child” means a biological, adopted or foster child, stepchild, legal ward, child of a parent
who is under eighteen years of age or a child eighteen years of age or older but is incapable
of self-care because of a mental or physical condition.

B. “Parent” means a biological, adoptive or foster parent, stepparent, parent-in-law, legal
guardian having a “parent-child relationship” with a child as defined by law, or any person
who has sole or joint legal or physical custody, care, guardianship or visitation with a
child.

C. “Serious health condition” is an illness, injury, impairment, or physical or mental condition
that requires inpatient care in a hospital, hospice, or residential medical facility or
continuing medical treatment or continuing supervision by a health care provider.

“Week” is the number of days an employee normally works each calendar week.
“Family leave” is taken pursuant to the New Jersey Family Leave Act (FLA) and the
Federal Family and Medical Leave Act (FMLA).

F. “Staff member” is an employee eligible for family leave in accordance with the New

Jersey Family Leave Act (FLA) and the Federal Family and Medical Leave Act (FMLA).
G. “Reduced leave” means leave scheduled for fewer than the staff member’s usual number of

hours worked per workweek, but not fewer than the staff member’s usual number of hours

worked per workday.

m O

Eligibility

A staff member shall become eligible for family under FLA after he/she has been employed at
least twelve months in this district for not less than 1,000 base hours, excluding overtime, during
the immediate preceding twelve month period. A staff member shall become eligible for family
leave under FMLA after he /she has been employed in this district for not less than 1,250 hours,
excluding overtime, during the immediate preceding twelve-month period. The calculation of the
twelve-month period to determine eligibility shall commence with the commencement of the
family leave. Leave taken for the birth or adoption of a healthy child may commence at any time
within a year after the date of the birth or placement for adoption.
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Family leave shall run concurrently under the FLA and the FLMA. When family leave is
requested under the FMLA for the individual staff member’s personal illness or injury, all
accumulated sick and personal days must be utilized first. Thereafter, said days will be deducted
from the maximum twelve-week entitlement under the FMLA.

During any period of the leave, the staff member is prohibited from performing any services on a
full-time basis for any person for whom the staff member did not provide services immediately
prior to the commencement of the leave. A staff member on family leave may commence part-
time employment that shall not exceed half the regularly scheduled hours normally worked for the
district. The staff member may continue the part-time employment that commenced prior to the
family leave at the same number of hours that the staff member was regularly scheduled prior to
such leave.

Types of Leave

A staff member may take family leave in consecutive weeks, as intermittent leave, or as reduced
leave. A staff member who requests intermittent or reduced leave shall make a reasonable effort
to schedule such leave so as not to unduly disrupt the instructional/educational program.

In the case of a family member who has a serious health condition, leave may be taken
intermittently when medically necessary if the total time within which the leave is taken does not
exceed a twelve-month period for each serious health condition episode, the staff member will
provide the district with prior notice of the leave in a manner that is reasonable and practicable,
and the staff member makes a reasonable effort to schedule the leave so as not to unduly disrupt
the operations of the instructional/educational program. In the case of the birth or adoption of a
healthy child, the leave may be taken intermittently only if agreed to by the staff member and the
Superintendent of Schools/designee.

A staff member is entitled, at the option of the staff member, to take leave on a reduced leave
schedule except the staff member is not entitled to a reduced leave schedule for a period exceeding
twenty-four consecutive weeks. The staff member is not entitled to take the leave or a reduced
leave without an agreement between the staff member and the Superintendent of Schools/designee
if leave is taken upon the birth or adoption of a healthy child. The staff member shall make a
reasonable effort to schedule reduced leave so as not to unduly disrupt the operations of the
instructional/educational program. The staff member shall provide the district prior notice of the
care, medical treatment or continuing supervision by a health care provider necessary due to a
serious health condition of a family member in a manner that is reasonable and practicable. Leave
taken on a reduced leave schedule shall not result in a reduction of the total amount of leave to
which a staff member is entitled.

The fact that a holiday or vacation period may occur within the week taken by a staff member as
family leave has no effect and the week is counted as a week of family leave.
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Any time remaining after a staff member has exhausted his/her entitlement to intermittent leave in
any twelve-month period may be taken as consecutive leave or reduced leave, and any leave time
remaining after a staff member has exhausted his/her entitlement to reduced leave in any twelve-
month period may be taken as consecutive leave or intermittent leave.

Notice

A staff member eligible for family leave must give at least a thirty day advance written notice to
the Superintendent of Schools/designee of the need to take family leave, except where the need to
take family leave is not foreseeable. When the need is not foreseeable, the staff member must
provide notice as soon as practicable which shall be at least verbal notice to the Superintendent of
Schools/designee within one or two working days of the staff member learning of the need to take
family leave. Whenever emergent circumstances make written notice impracticable, the staff
member may give verbal notice to the Superintendent of Schools/designee, but any verbal notice
must be followed by written notice delivered within three working days.

Notice for leave to be taken for the birth or placement of the child for adoption shall be given at
least thirty days prior to the commencement of the leave except that if the date of the birth or
adoption requires leave to begin in less than thirty days, the staff member shall provide such notice
that is reasonable and practicable.

Notice for leave to be taken for the serious health condition of a family member shall be given at
least fifteen days prior to the commencement of the leave except that if the date of the treatment or
supervision requires leave to begin in less than fifteen days, the staff member shall provide such
notice that is reasonable and practicable.

When the Superintendent of Schools/designee is not made aware that a staff member was absent
for family leave reasons and the staff member wants to request the leave be counted as family
leave, the staff member must provide written notice within two working days of returning to work
to have the time considered family leave in accordance with the FLA and FMLA.

Benefits
Family leave shall be unpaid leave as per the FLA and the FMLA.

In accordance with law, the Board of Education will maintain coverage under any group health
insurance policy, group subscriber contract, or health care plan at the level and under the
conditions coverage would have been provided if the staff member had continued in employment
continuously from the date the staff member commenced leave until the date the staff member
returned to work or the date on which the staff member’s coverage would have expired had the
staff member not been on leave, whichever is sooner. A staff member who receives benefits while
on family leave must return to the district for a minimum of one year or, at the discretion of the
Board of Education, until the end of the fiscal
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year, whichever is deemed to be in the best interest of the district. Staff members who do not
comply with this provision shall be required to reimburse the district for the full cost of all
medical, prescription and dental benefits provided during the family leave.

A staff member returning from family leave shall be entitled to the position he/she held when
leave commenced or to an equivalent position of like seniority, status, employment benefits, pay
and other conditions of employment. If the district experiences a reduction in force or layoff and
the staff member would have lost his/her position had the staff member not been on family leave
as a result of the reduction in force or pursuant to the good faith bargaining agreement, the staff
member shall not be entitled to reinstatement to the former or an equivalent position in accordance
with applicable statutes, codes and laws. The staff member’s tenure and seniority rights, if any,
and other benefits shall be preserved, but the staff member shall accrue no additional time toward
tenure or seniority for the period of the leave except as may be provided by law.

The return of a staff member prior to the expiration of the requested family may be permitted by
the Board of the return does not unduly disrupt the instructional program or require the Board to
incur the cost of continuing the employment of a substitute under contract or does not unduly
disrupt the educational program for pupils.

Family leave granted to a nontenured staff member cannot extend the employee’s employment
beyond the expiration of his/her employment contract.

The district may deny family leave to the staff member if the staff member is a salaried employee
who is among the highest paid five percent of the school district staff or one of the seven highest
paid employees of the district, whichever is greater. This denial is necessary to prevent substantial
and grievous economic injury to the school district’s operations. The Board of Education shall
notify the staff member of the intent to deny the leave at the time determination is made that the
denial is necessary. If the leave has already commenced at the time of the district’s notification of
denial, the staff member shall return to work within ten working days of the date of notification.

Verification of Leave

The Board of Education shall require the certification of a duly licensed health care provider
verifying the purpose of requested family leave. Certification of a serious health condition of a
family member of the staff member shall be sufficient if it states the date on which the condition
commenced, the probable duration of the condition, and the medical facts within the provider’s
knowledge regarding the condition. Certification for the birth or placement of a child need only
state the date of birth or date of placement, whichever is appropriate.

In the event the Superintendent of Schools doubts the validity of the certification for the serious
health condition of a family member of the staff member, the district may require, at the district’s
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expense, the staff member to obtain an opinion regarding the serious health condition for a second
health care provider designated or approved, but not employed on a regular basis, by the Board of
Education. Ifthe second opinion differs for the certification, the Board of Education may require
at the district’s expense, that the staff member obtain an opinion of a third health care provider
designated or approved jointly by both the staff member and the Board of Education. The opinion
of the third health care provider shall be final and binding on the Board of Education and the staff
member.

In order that a staff member’s entitlement to family leave can be properly determined, the
Superintendent of Schools shall ensure that keeping of accurate attendance records that distinguish
family leave from other kinds of leave.

Legal References
NJSA 18A:16-2 through -5 Health examinations

18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:30-1, -2 Sick leave
18A:30-16 Prolonged absence beyond sick leave
34:11B-1 et seq. Federal Family Medical Leave Act

29 USCA 2601 et. seq. (Family Medical Leave Act)
Nevada Dept. Human Resources, et. al v. William Hibbs, et. al, 538 US 721
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Section VI - Administration

6.8.1 Legal Holidays

R.S. 36:1-1 enumerates those days in each year which are considered as public holidays as
follows:

January 1, known as New Year's Day

January 15, Martin Luther King's Birthday (8-6-80)

The third Monday in February - Washington's Birthday

The day designated and known as Good Friday

The last Monday in May, known as Memorial Day (8-6-80)

July 4, known as Independence Day

The first Monday of September, known as Labor Day

The 2nd Monday in October, knows as Columbus Day (8-6-80)

November 11, known as Veterans' Day

The 4th Thursday of November, known as Thanksgiving Day

December 25, known as Christmas Day

Any general election day in this State

Every Saturday

And any day heretofore or hereafter appointed, ordered, or recommended by the

Governor of this State, or the President of the United States, as day of fasting and

prayer, or other religious observance, or as a bank holiday or holidays.

Whenever any of the days herein enumerated can and shall fall on a Sunday, the Monday next
following shall be deemed a public holiday.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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All support staff employees will:

Represent themselves honestly in the application and selection procedure;

Report to work as scheduled;

Discuss complaints with their immediate supervisor or through approved channels;

Not advise or counsel pupils except in special cases with the knowledge and consent of the
Superintendent of Schools;

Complete thoroughly their assigned tasks;

Endeavor to establish good working relationships with other employees, professional as
well as non- professional;

Commit themselves to providing the best possible services for pupils;

Uphold all rules and regulations as set by the Board of Education, the Superintendent of
Schools and other administrators;

Keep the trust under which confidential information may be given;

Adhere to all conditions of a contract;

Give prompt notice of any change in availability for continued employment; and,
Protect and care for district property.

mm Unwe

T 0

R

Legal References
NJSA 18A:6-75 through -78 Establishment and operation; teacher performance evaluation project
18A:16-1 Officers and employees in general
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:27-5 Written contracts of employment required

Possible Cross References
4212.8,4217.5,4218.2,4219.22, 4238, 4238.2
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Any full time school employee who is summoned for jury duty or subpoenaed as a witness must,
apply through the office of the Superintendent of Schools to be granted leave for such purpose.
The Superintendent of Schools may, at his/her discretion and as circumstances warrant, rearrange
the employee’s work schedule and/or grant leave with pay, minus any remuneration received for
such court duty that coincides with the hours for which the employee is being paid by the Board.

Legal References
NJSA 18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
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Creating Positions
The Board of Education recognizes its authority to create and fill teaching staff member positions
to implement a thorough and efficient system of free public education.

The Board shall create new positions as they are required, approve job titles, and specify the
number of positions required to staff adequately each employment category. On a careful review
of the position, the Board shall establish the background experiences and personal qualities, if any
to be required of candidates or preferred among applicants for a particular position. Any such
local qualifications shall be flexibly applied.

The Superintendent of Schools shall recommend to the Board, such new positions or additions to
existing employment categories as may be required by the specific instructional needs of pupils of
the district and each school within the district.

Positions shall, to the maximum extent possible, confirm to certification regulations of the New
Jersey State Board of Education. When district organization requires the creation of a
nonconforming, unrecognized position, the approval of the County Superintendent of Schools
shall be sought before the position is filled.

Abolishing Positions

The Board of Education will provide the professional staff necessary for the economical and
efficient implementation of the educational program of the district. The Board reserves the right
to abolish positions and reduce district staff commensurately whenever reasons of economy,
reorganization of the school district, reduction in the number of pupils, or other good cause so
warrant. The Superintendent of Schools shall continually review the efficiency and effectiveness
of the district organization and recommend to the Board the abolishment of positions and
reallocation of duties and positions.

Legal References
NJSA 18A:16 Employment in general
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:28-9 Reduction in force




Millville Board of Education
District Policy Manual

Support Personnel Series 4000
Recruitment, Selection & Hiring Policy 4211
Date Adopted: June 2, 2008 | Date Revised: | Pagelof2

The Board believes that the quality of the support staff in large part determines the quality of the
education offered district pupils. Therefore, the Superintendent of Schools shall have the
responsibility of locating and recruiting the best-qualified candidates to provide for the identified
needs of district pupils.

It shall be the duty of the Superintendent of Schools to see that persons nominated for
employment shall meet all qualifications established by state or federal law, including the
initiation of a criminal history check, proof of citizenship or eligible alien status, and certification
for the type of position for which nomination is made.

The Superintendent of Schools shall recommend for employment those individuals who, in his/her
opinion, are best qualified to fill the vacancy without regard to race, creed, color, national origin,
ancestry, age, marital status, familial status, liability for service in the Armed Forces of the United
States, atypical hereditary cellular or blood trait of any individual, disability or because of genetic
information or refusal to submit to or make available the results of a genetic test, or other
conditions not related to the duties and responsibilities of the job.

The Superintendent of Schools shall prepare and maintain job descriptions that define the duties,
responsibilities and qualifications required for each position. The Board shall adopt those job
descriptions required by law or code and others as appropriate.

The Superintendent of Schools, in determining the candidates to be nominated shall seek
information from the candidate’s prior employers.

The Board shall affirm employment and initial placement on the salary guide by a majority vote of
the full membership of the Board.

The Board will appoint employees only from nominations made by the Superintendent of Schools.
Should a nominee be rejected, it shall be the duty of the Superintendent of Schools to make other
nominations.
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Legal References

NJSA 10:5-1 et seq. Law Against Discrimination
18A:3-15.2 Fraudulently issued, obtained, forged or altered degree or certification; use in
connection with business or occupation
18A:6-5 Inquiry as to religion and religious tests prohibited
18A:6-6 No sex discrimination
18A:6-7.1, -7.5 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception
18A:6-76.1 Deadline for notification to students of requirements of provisional certificate and
induction program
18A:11-1 General mandatory powers and duties
18A:13-40 General powers and duties of board of newly created regional districts
18A:16-1 Officers and employees in general
18A:26-1, -1.1, -2 Citizenship of teachers, etc.
18A:27-1 et seq. Employment and Contracts
18A:54-20 Powers of board (county vocational schools)
26:8A-1 et seq. Domestic Partnership Act

6A:7-1.1 et seq. Managing for Equality and Equity in Education

6A:9-6.1 et seq. Types of Certificates

6A:9-8.1 et seq. Requirements for Instructional Certification

6A:9-11.1 et seq. Exceptions for the Requirements for the Instructional Certificate
6A:9-12.1 et seq. Requirements for Administrative Certification

6A:10A-1.1et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-4.1 Employment of teaching staff

6A:32-4.8 Support residencies for regularly certified, inexperienced first-year principals
6A:32-5.1 Standards for determining seniority

42 U.S.C.A. 2000e¢ et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

8 U.S.C.A. 1100 et seq. - Immigration Reform and Control Act of 1986

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

No Child Left Behind Act of 2001, Pub. L. 107-110 20 U.S.C.A. 6301 et seq.

Old Bridge Education Association v. Old Bridge Township Bd. of Ed., 1986 S.L.D. 1917
Taxman v. Piscataway Bd. of Ed., 91 F. 3d 1547 (3d Cir. 1996)

The Comprehensive Equity Plan, New Jersey Department of Education

Possible Cross References
2130, 2131, 3000/3010, 4000, 4211.1, 4212.2,4212.4, 4212.5,4212.6,4212.8, 4221, 4223,
5120, 6010, 9123, 9124
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The Board of Education guarantees to all persons equal access to all categories of employment,
retention and advancement in this district, regardless of race, creed, color, national origin,
ancestry, age, sex, affectional or sexual orientation, martial status, familial status, liability for
service in the Armed Forces of the United States, atypical hereditary cellular or blood trait or any
individual or non-applicable disability.

An affirmative action/equity program shall be a part of every aspect of employment not limited to
but including upgrading; demotion or transfer; recruitment or recruitment advertising; layoff or
termination; rates of pay or other forms of compensation including fringe benefits; employment
selection or selection for training and apprenticeships; promotion; or tenure.

The Board-designated affirmative action officer shall identify and recommend correction of any
existing inequities, and any that occur in the future.

Harassment and Favoritism

The Board of Education is an affirmative action employer and holds all its employees responsible
for maintaining a working environment that is free from all discriminatory practices. Harassment
or favoritism on any basis included in the Board’s statement of equal access to employment,
retention and advancement is prohibited.

Administrators and supervisors shall be familiarized with the actions that constitute harassment
and favoritism. This material shall be included in the legally mandated affirmative action in-
service training for all employees, and shall be clear and specific (see policy 2224). When
harassment has been determined to have taken place, disciplinary action will follow. All such
determination shall be reported to the Board.

Sexual Harassment
The Board of Education shall maintain a working environment that is free from sexual harassment.
A. Sexual harassment shall consist of unwelcomed sexual advances, requests for sexual
favors, and other inappropriate verbal or physical conduct of a sexual nature when made by
any member of the school staff to a student when made by any member of the school staff
to another staff member or when made by any student to another student or when made by
a student to a staff member, when:
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1. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment or education, or when

2. Submission to or rejection of such conduct by an individual is used as the basis of
academic or employment decisions affecting that individual, or when

3. Such conduct has the purpose or effect of substantially interfering with an
individual’s academic or professional performance or creating an intimidating,
hostile, or offensive employment or education environment.

B. Sexual harassment, as set forth in Section A, may include, but is not limited to the
following:

1. verbal harassment or abuse

2. pressure for sexual activity

3. repeated remarks to a person with sexual demeaning implications

4. unwelcomed touching suggesting or demanding sexual involvement accompanied
by implied or explicit threats concerning one’s grades, job, etc.

Administrators and supervisors will make it clear to all staff that sexual harassment is prohibited.
No supervisory employee shall threaten or insinuate, either directly or indirectly, that an
employee’s refusal to submit to sexual advances will adversely affect the employee’s continued
employment, evaluation, compensation, assignment or advancement. No supervisory employee
shall promise or suggest, either directly or indirectly, that an employee’s submission to sexual
advances will result in any improvement in any term or condition of employment of an employee.
Sexually harassing conduct committed by non-supervisory personnel is also prohibited.

Staff may file a formal grievance related to sexual harassment. The Board will receive all
complaints and carry out a prompt and thorough investigation and will protect the rights of both
the person making the complaint and the alleged harasser.

Students may also file formal grievances related to sexual harassment (refer to Parent Handbook —
grievance policy).

A substantiated charge against a staff member in the school district shall subject such staff
member to disciplinary action, such as a letter of reprimand, withholding of an increment or
possible discharge.

A substantiated charge against a student in the school district shall subject that student to student
disciplinary action, including suspension or expulsion, consistent with the student disciplinary
code.




Millville Board of Education District Policy Manual

Instructional Personnel Series 4000

Nondiscrimination / Affirmative

Action / Sexual Harassment Policy 4211.1
Page 3 of 4

Notice of this policy will be circulated to the school and departments of the school district on an
annual basis and incorporated in teacher and parent handbooks. It will also be distributed to all
originations in the community having cooperative agreements with the public schools. Failure to
comply with this policy may result in termination of the cooperative agreement. Training sessions
on this policy and the preventions of sexual harassment shall be held for teachers and students in
the school on an annual basis.

Findings of discrimination in the form of sexual harassment will result in appropriate disciplinary
action.

“Whistleblower” Protection
The Board prohibits discrimination or retaliation against any school employee who does any of the
following:

A. Disclose or threatens to disclose to a supervisor or to a public body an activity, policy or
practice of the Board that the employee reasonably believes is in violation of a law, or a
rule or regulation established pursuant to law;

B. Provides information to, or testifies before, any public body conducting an investigation,
hearing or inquiry into any violation of law, rule or regulation established pursuant to law
by the Board; or

C. Objects to, or refuses to participate in any activity, policy, or practice which the employee
reasonable believes is in violation of law, rule or regulation; is fraudulent or criminal; or is
incompatible with public health, safety or welfare.

The Board shall ensure that notices are posted conspicuously in each school, informing employees
that they are protected under the “Conscientious Employee Protection Act”.

Report on Implementation

The Superintendent of Schools shall devise regulations, including grievance forms and procedures
to implement this policy. He/she shall be responsible for informing staff annually of the identity
and location of the affirmative action officer and the implementing procedures.




Millville Board of Education District Policy Manual

Instructional Personnel Series 4000

Nondiscrimination / Affirmative

Action / Sexual Harassment Policy 4211.1
Page 4 of 4

Legal References

NJSA 10:5-1 et seq. Law Against Discrimination
18A:6-5 Inquiry as to religion and religious tests prohibited
18A:6-6 No sex discrimination
18A:18A-17 Facilities for handicapped persons
18A:26-1 Citizenship of teachers, etc.
18A:26-1.1 Residence requirements prohibited
18A:29-2 Equality of compensation for male and female teachers
26:8A-1 et seq. Domestic Partnership Act
34:19-1 et seq. Conscientious Employee Protection Act

NJAC 6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

Executive Order 11246 as amended

29 U.S.C.A. 201 - Equal Pay Act of 1963 as amended

20 U.S.C.A. 1681 et seq. - Title IX of the Education Amendments of 1972

42 U.S.C.A. 2000e et seq. - Title VII of the Civil Rights Act of 1964 as amended by the Equal
Employment Opportunities Act of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)

Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986)

School Board of Nassau County v. Arline, 480 U.S. 273 (1987)

Vinson v. Superior Court of Alameda County, 740 P.2d 404 (Cal. Sup. Ct. 1987)
Taxman v. Piscataway Bd. of Ed., 91 F. 3d 1547 (3d Cir. 1996)

Saxe v. State College Area School Dist., 240 F. 3d 200 (3d Cir. 2001)

The Comprehensive Equity Plan, New Jersey State Department of Education
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2130, 2131, 2224, 3320, 4211, 4212.2,4212.4,4212.5, 4212.6, 4212.8, 4221, 4247, 5120,

5145.4, 6121
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In accordance with the provisions of NJSA 52:14-7 (PL 2011, c. 70), otherwise known as the
“New Jersey First Act,” which became effective on September 1, 2011, employees are expected to
have their primary residences within the confines of the State of New Jersey, with the exceptions
noted within this policy.

A candidate for employment within this district is granted up to 365 days of the effective date of
hire to establish his/her principal residence in the State of New Jersey and maintain this principal
residence throughout their employment.

For the purposes of this policy, a principal residence shall be defined as:
1. The primary domicile or home location of the employee or employment candidate;
2. The location that is designated as his/her legal address and legal residence for voting;
3. The place where he/she spends the majority of his/her non-working time;
4. The place that is most clearly the center of his/her domestic life;

A New Jersey mailing address shall not, by itself, constitute a principal address in New Jersey.
Current Employees

Any current employee who relocates his/her principal residence outside of the State of New
Jersey, shall forfeit his/her employment with this district.

New Employees and/or Employment Candidates
Any and all newly hired or contracted employee of this district must, as a condition of
employment, be a resident of the State of New Jersey.

Exemptions
Current employees living outside of the State of New Jersey as of September 1, 2011 are

exempted from the residency requirements of this law and as long as the current employee remains
an employee of this district, he/she will continue to be exempted from these residency
requirements.

A newly hired employee shall be granted up to 365 days to establish his/her principal residence in
New Jersey.
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Current employees, new employees and/or employment candidates may apply for an exemption on
the basis of “critical need or hardship” to the residency requirements of this policy and state law
by filing an “Application for Exemption from the Provisions of NJSA 52:14-7a. of the New Jersey
First Act” with the Employee Residency Review Committee, NJ Department of Labor and
Workforce Development, Office of Legal and Regulatory Services, PO Box 110, Trenton, NJ
08625-0110. Copies of this application shall be available from the appropriate District Office.

Legal References

NIJSA

NJAC

10:5-1 et seq. Law Against Discrimination

18A:3-15.2 Fraudulently issued, obtained, forged or altered degree or certification; use in
connection with business or occupation

18A:6-6 No sex discrimination

18A:6-7.1, -7.5 Criminal history record; employee in regular contact with pupils; grounds for
disqualification from employment; exception

18A:13-40 General powers and duties of board of newly created regional districts 18A:16-1
Officers and employees in general

18A:26-1, -1.1, -2 Citizenship of teachers, etc.

18A:27-1 et seq. Employment and Contracts

52:14-7 New Jersey First Act

52:14-7a Exemptions

6A:7-1.1 et seq. Managing for Equality and Equity in Education

6A:9-8.1 et seq. Requirements for Instructional Certification

6A:9-11.1 et seq. Exceptions for the Requirements for the Instructional Certificate
6A:9-12.1 et seq. Requirements for Administrative Certification

6A:10A-1.1et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:30-1.1 et seq. Evaluation of the Performance of School Districts

6A:32-4.1 Employment of teaching staff

6A:32-4.8 Support residencies for regularly certified, inexperienced first-year principals
6A:32-5.1 Standards for determining seniority

Possible Cross References

2111.4,4111.4




APPLICATION FOR EXEMPTION FROM THE PROVISIONS OF
N.J.S.A 52:14-7a. OF THE NEW JERSEY FIRST ACT

Employee Residency Review Committee OFFICIAL USE ONLY:
C/O NJ Department of Labor and Workforce Development Tel. (609) 777-2960
Office of Legal and Regulatory Services

PO Box 110 Fax  (609)292-8246 | Application #:
Trenton, NJ 08625-0110

The New Jersey First Act (the Act) states in pertinent part that any person may apply for an exemption from
the provisions of subsection a. of the Act (a.k.a., the residency requirement) on the basis of “critical need
or hardship.” All such applications are to be submitted to the Employee Residency Review Committee, a
five-member committee composed of three persons appointed by the Governor, a person appointed by the
Speaker of the Assembly, and a person appointed by the President of the Senate.

Instructions: Complete this form and answer all questions. Type or print legibly. Attach any other documents
that may support your application. Mail or fax all documents to the address listed at the top of this page.

APPLICANT INFORMATION
First Name Last Name M.L Daytime Telephone No.
Mailing Address Floor/Apt. No. Cell No.
City State ZIP Code Alternate Telephone No.

EMPLOYER OR PROSPECTIVE EMPLOYER INFORMATION

Employer Name Business Telephone No.
Fax No.

Employer Street Address
e-mail

Employer Mailing Address (if different from street address) Name and Title of Contact Person
Contact Telephone No.

Do you wish for the Committee to notify your employer or prospective employer of this application and provide the employer an opportunity to make a written
submission to the Committee regarding your application? ygs (] NO (J

Would you like an opportunity to appear in-person before the Committee and make a statement in support of your written application? YES (J NO (J

APPLICATION DETAILS

Explain the hardship and/or critical need which is the basis for your exemption request. Attach additional sheets if necessary.
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In accordance with law and for the mutual protection of the district and the employee, every staff
member who has not achieved tenure shall be required annually to sign an employment contract.

The contract shall be executed by the President of the Board of Education on behalf of the Board
and shall contain a termination clause of 60 days’ notice.

Each employment contract shall include:

The term of employment, including beginning and ending dates;

The salary at which the person is employed;

The intervals at which the person is employed,

A provision for termination of contract on notice duly given;

Such other matters as may be necessary to a full and complete understanding of the
contract.

moawx>

Should an employee be offered in error a contract for a salary which differs from that approved by
the Board, the salary approved by the Board shall be the salary paid.

The Superintendent of Schools shall issue salary notification to all non-tenured personnel
indicating the name of the employee and giving a concise explanation of their contractual salary
for the coming year. All salary notification statements shall be signed by the Board
Secretary/Business Administrator and the Board of Education.

All terms and conditions of the contract shall conform with requirements of state law and the State
Board of Education.

Legal References
NJSA 18A:27-4 Power of boards of education to make rules governing employment of teacher,

etc; employment thereunder
18A:27-5 Written contracts of employment required
18A:27-6 Contents of contracts
18A:27-7 Contract forms
18A:27-8 Filing of contracts
18A:28-8 Notice of intention to resign required

Camden Board of Education v. Nelson Alexander, et als. (A-34/35-02)
Cresskill Bd. Of Ed. v. Cresskill Ed. Assn., 362 NJ Super. 7 (App.Div. 2003)
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)
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Application
Application for staff services shall be made through the office of the Superintendent of Schools.

Those applying should be interviewed by the person directly over them in the organization and the
Superintendent of Schools. Their recommendations shall be submitted to the Board of Education.

Eligibility
Those employed in the secretarial services, special services, maintenance, custodial or cafeteria
staffs of the school system must be trustworthy, of good moral character and willing to assume

responsibility for her/her assigned duties.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education recognizes the importance of providing the opportunity for employees to
participate in a tax shelter annuity through the districts payroll process.

The guidelines for tax shelter annuities in the district shall be as follows:

1. The approved agency or agencies shall be designated by the Board.

The Board shall direct the Board Secretary to make payroll deductions and transmit such to
the agency.

3. Any questions or clarifications of these programs shall be addressed by employees to the
Board Secretary/Business Administrator. Any enrollment or information sessions relative
to the programs shall be conducted after regular school hours.

4. The Board accepts no liabilities for the performance of either the funds or the agencies.

Legal References
NJSA 17B:17-5 Annuity defined
18A:66-127 Employees of board of education, agreement to reduce salary for purchase of
annuity
18A:66-128 Reduction of salary for obtaining certain benefits
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Health Examinations

When a candidate has been given a conditional offer of employment, he/she shall be required to
submit to a medical evaluation and a physical examination. This physical examination may
include testing for controlled dangerous substances as they are defined in the criminal code.
Elements of the examination of newly employed staff shall include but not be limited to those
physical exam elements listed in administrative code.

Employees may be required to undergo an annual physical examination.

The results of all required employee medical examinations shall be made known to the
Superintendent of Schools on a confidential basis, discussed with the employee, and made a part
of his/her confidential medical record. Records and reports of examinations shall be filed with the
district medical inspector as confidential information but shall be available to and reported to
appropriate health agencies as required by law.

In the event an employee of the Board has been determined to have a mental abnormality or
communicable disease or exhibits symptoms of substance abuse and, if in the opinion of the
district medical inspector such condition makes the employee unfit for continued employment, the
Board may remove the employee from further service as provided by law or grant leave as
provided by law during the period of unfitness. An employee determined to be unfit must provide
the Board with satisfactory proof of recovery before reinstatement will be allowed.

In order to protect the pupils and staff in the district schools, all regulations of the State
Department of Education, the State Department of Health and the Local Board of Health shall be
scrupulously observed, particularly those dealing with contagious/infectious diseases. Staff
members who have been identified as having a communicable disease shall not be permitted
continued employment unless they qualify under the above agencies’ rules pertaining to periods of
incubation, communicability, quarantine and reporting.

When required examinations are performed by a physician designated by the Board, the Board
shall bear the expense. Should an employee prefer to see his/her own physician, with Board
approval, the employee shall bear the expense.

In the event that the prospective employee in question had, as a condition of employment in
another NJ school district during the same school year, undergone an identical physical
examination and can provide the Superintendent of Schools a copy of a certificate to verify this,
then, in that case, the Superintendent of Schools, at his/her discretion, may excuse the prospective
from obtaining a new physical examination.




Millville Board of Education District Policy Manual

Support Personnel Series 4000
Employee Health Policy 4212.4
Page 2 of 3

Each school employee shall submit an updated health history with an assurance statement
presented within a time frame established by the Board of Education.

An employee who refuses to submit an updated health history with an assurance statement shall
undergo a physical examination pursuant to applicable state laws and regulations.

Confidentiality of employee medical records including computerized records shall be assured.

The school district shall regulate access, compilation and maintenance of employee health records
in compliance with federal and state statutes governing the collection, maintenance, disclosure and
security of employee medical records. It shall be the responsibility of the Superintendent of
Schools to establish procedures to ensure the security of employee health records maintained in
this school district.

The section of the medical record which contains the health history, e.g. medications or current
health status to assure ready access in a medical emergency, may be shared with the
Superintendent of Schools/designee and school nurse with the consent of the employee.

When an employee is requested to submit to any physical examination, he/she shall be provided
with:
A. A written statement of reasons for the request;
B. An opportunity for a Board hearing, if so requested (said hearing shall be in private and
confidential unless the employee requests otherwise);
C. Adequate prior notice of the date of the hearing;
D. Copies of statements or affidavits relied on by the Board prior to the hearing;
E. An opportunity to be represented at the hearing by counsel or other persons of the
employee’s choice;
F. An opportunity to present witnesses on his/her behalf.

Reports of these examinations shall include a statement by the examining physician as to any
physical or mental condition noted likely to prevent the person examined from performing all
duties and responsibilities of the position sought or occupied, or creating a risk to the health or
welfare of pupils or other employees, or a statement that no such condition exists.

All records and report of such examinations shall be filed with the district medical inspector as
confidential information but shall be available to and reported to appropriate health agencies as
required by law.

Occupational Containment of Bloodborne Pathogens

The Board is committed to provide a safe and healthful work environment for staff. In pursuit of
this endeavor, an Exposure Control Plan (ECP) shall be provided to eliminate or minimize
occupational exposure to bloodborne pathogens in accordance with federal regulations.
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The ECP is a key document to assist the district in implementing and ensuring compliance with
the OSHA bloodborne pathogens standard, thereby protecting employees. This ECP includes:
A. Identification of tasks, procedures and job classifications where occupational exposure to
blood occurs;
B. Procedures for evaluating the circumstances surrounding an exposure incident; and,
C. The schedule and method for implementing the specific sections of the standard, including:
7. Methods of compliance;
8. Hepatitis B vaccination,;
9. Post-exposure evaluation and follow-up;
10. Hazard communication requirements;
11. Effective employee training;
12. Recordkeeping.

The ECP shall be reviewed annually to ensure that it reflects use of the most current medical
technology.

Implementation and Dissemination

The Superintendent of Schools in consultation with the district medical inspector shall prepare
regulations to implement this policy in compliance with law and code. All employees shall
receive this policy and be made aware of all requirements for health examinations.

Legal References
NJISA 2C:35-1 et seq. Comprehensive Drug Reform Act of 1987
18A:16-2 Physical examinations; requirement
18A:16-4 Sick leave; dismissal
18A:16-5 Records of examinations
18A:40-10 Exclusion of teachers and pupils exposed to disease
26:4-1 "Communicable disease" defined
26:4-6 Prohibiting attendance of teachers or pupils
26:4-15 Reporting of communicable diseases by physicians
26:5¢c-1 et seq. AIDS Assistance Act
NJAC 6A:16-1.4 et seq. District policies and procedures

6A:16-2.1 Health services policy and procedure requirements
6A:32-6.1 et seq. School Employee Physical Examinations
8:61-1.1et seq. Participation and Attendance at School by Individuals with HIV Infection
12:100-4.2 Safety and Health Standards for Public Employees (Adoption by reference)
42 U.S.C.A. 12101 et seq. - Americans with Disabilities Act (ADA)
29 CFR 1910.1030 - Bloodborne Pathogen Standard
School Board of Nassau County v. Arline, 480 U.S. 273 (1987)
Warren v. Warren Fire Officers Association, 10 NJPER 15022
HIV Policy and Practice: Regulatory Requirements for New Jersey Public Schools, SDOE
Division of Student Services, Sept. 1996, Doc. #P101400-31

Possible Cross References
4211, 4212.6,4217.50, 4217.52, 4219.23, 4250
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Pursuant to N.J.S.A. 18A:6-7.1 et. seq. and N.J.S.A. 18A:39-19.1, all employees of a public
school district under the supervision of the State Department of Education who hire or contract for
the services of any employees having regular pupil contact must submit a criminal background

check. This mandate shall apply to all employees hired or contracted by the school district after
October 8, 1986.

In order to provide for the proper security of the children of this district by prohibiting
employment of unfit persons in the schools, the Board of Education directs the Superintendent of
Schools to establish procedures necessary for the implementation of the school employee criminal
history review consistent with statute and code.

Further, the Board directs that all employees subject to the criminal history check successfully
clear this process prior to appointment unless the Superintendent of Schools determines that the
circumstances and/or needs of the district warrant an exception.

Legal References
NJISA 18A:6-7.1 et seq Criminal history record checks for final candidates for school employee
positions
18A:39-19.1 Criminal records of school bus drivers; effect
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Orderly administration of the school district and compliance with state and federal law require the
compilation of information about all employees of the district. The Board of Education recognizes
that there is a distinction between those personnel records which are clearly a matter of public
concern, and those which must be considered privileged until such time as they are opened to the
public by the NJ Commission of Education or the courts.

The Superintendent of Schools may consult with the Board Attorney regarding which personnel
records are mandated to be kept by law, and those to be kept for administrative purposes. The
Superintendent of Schools and the Board Attorney shall be responsible for limiting administrative
records to those that are consistent with New Jersey and federal law.

In accordance with federal law, the Superintendent of Schools shall establish procedures to release
information upon request regarding the professional qualifications and degrees of teachers and the
qualifications of paraprofessionals to parents/guardians for any teacher or paraprofessional who is
employed by a school receiving Title 1 funds and who provides instruction to their children.

The Superintendent of Schools shall establish the necessary regulations for maintaining both
public and confidential employee records.

A. The public file shall consist of an alphabetic index of all those presently employed by the
district in whatever capacity. The information in this file shall be limited to name, title,
position, salary, payroll record, length of service, and, if applicable, date of separation and
rehire. The Superintendent of Schools shall devise procedures for making this file
available to the public in accordance with the Open Public Records Act.

B. The confidential file shall consist of an individual personnel folder for each current
employee. The information in this file shall include all records mandated by state and
federal law; evaluation of performance; record of attendance; original application filed by
the employee; transcript of certification; original salary and increments; date of tenure;
notations of commendation and disciplinary actions consistent with law. This file is
available for examination:

1. Atany time, by the Superintendent of Schools or the supervisory personnel he/she
designates;

2. During regular business hours, by the employee or his personally authorized
representative, in accordance with regulations;

1. During regular business hours, or at any meeting of the Board or any committee
thereof, by any member of the Board in connection with any assigned Board
responsibility or duty.
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C. Employee health records shall be maintained separately from other personnel files and in
strict confidentiality. Only the employee, the chief medical inspector and the
Superintendent of Schools shall have access to an employee’s medical file. To assure ready
access in a medical emergency, the section of the medial record that contains the health
history may also be shared with the building principal and the school nurse with the
consent of the employee.

D. Staff emergency contact cards for all employees shall be maintained by the
Superintendent of Schools/designee and updated annually.

Legal References

NJSA 18A:6-7a Removal from personnel files of reference to complaint of child abuse or neglect
determined to be unfounded
18A:6-11 Written charges; written statement of evidence; filing; statement of position by
employee; certification of determination; notice
18A:11-1 General mandatory powers and duties
18A:54-20 Powers of board (county vocational schools)
47:1A et seq. Examination and copies of public records ("Open Public Records Act")
47:3-15 et seq. Destruction of Public Records Law

NJAC 6A:32-6.1 et seq. School Employee Physical Examinations
12:100-4.2 Safety and health standards for public employees occupational exposure to
bloodborne pathogens (Adoption by reference)
29 CFR 1910.1030 - Bloodborne Pathogen Standard
No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Executive Order No. 9, September 30, 1963; modified by Executive Order No. 11, November
15,1974
Citizens for Better Education v. Camden Bd. of Ed., 124 N.J. Super. 523 (App. Div. 1973)
Trenton Times Corp. v. Trenton Bd. of Ed., 138 N.J. Super. 357 (App. Div. 1976)
Nero v. Hyland, 76 N.J. 213 (1978), rev'd 146 N.J. Super. 46 (App. Div. 1977), 136 N.J.
Super. 537 (Law Div. 1975)
Brick Township Education Association v. Brick Township Bd. of Ed., 1974 S.L.D. 111
Sayreville Education Association v. Sayreville Bd. of Ed., S.L.D. 197
White v. Galloway Township Bd. of Ed., 1977 S.L.D. 900, aff'd St. Bd. 1977 S.L.D. 903
Witchel v. Cannici and the Passaic Bd. of Ed., 1966 S.L.D. 159
Mendell v. Cimmino and the Kinnelon Bd. of Ed., 1970 S.L.D. 185
Cordano v. Weehawken Bd. of Ed., 1974 S.L.D. 316, appeal dismissed St. Bd. 1974 S.L.D.
323
Horner v. Kingsway Regional Board of Education, 1990 S.L.D. 752
Lacey Township Board of Education v. Lacey Township Education Association, 130 N.J. 312
(1992) Beatty v. Chester 1999 S.L.D. August 31 Ciambrone v. Bloomingdale 2000 S.L.D.
May 7
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

3570, 4211, 4212.4/,4215/4216, 5141.4
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Definitions

For the purpose of this policy “nepotism” shall be defined as the showing of favoritism to an
employee or candidate for employment based on the existence of a relationship as a relative or
immediate family member of a Board Member or Superintendent of Schools.

For the purpose of this policy, “relative” shall be defined as an individual’s spouse, civil union
partner, domestic partner or the parent, child, brother, sister, aunt, uncle, niece, nephew,
grandparent, grandchild, son-in-law, daughter-in-law, stepchild, stepbrother, stepsister, half-
brother or half-sister of the individual or of the individual’s spouse, civil union partner or domestic
partner, whether the relative is related to the individual or the individual’s spouse, civil union
partner or domestic partner by blood, marriage or adoption.

“Immediate family” shall be defined as Board Member or school administrator, their spouse, civil
union partner, domestic partner, child, parent or sibling residing in the same household, whether
related by blood, marriage or adoption.

Employment/Promotion of Relative

The Board of Education, in order to avoid both the reality and the appearance of conflict of
interest in employment, will not appoint a relative of a Board Member or of the Superintendent of
Schools to any employment position in this district. The Superintendent of Schools shall not
recommend to the Board any relative of a Board Member or of the Superintendent of Schools,
unless the person is subject to the exception below. Nor shall any person be considered for
employment in any position in which he/she would come under the direct or indirect supervision
of any relative.

Furthermore, no school district administrator shall supervise or exercise authority on personnel
actions regarding a relative of the administrator. Where it is not feasible to eliminate such direct
or indirect supervisory relationships, appropriate screens and/or alternate supervision/reporting
mechanisms shall be put in place.

Exceptions
Persons who are employees of the Board of the date that this policy becomes effective or the date

a relative becomes a Board Member or Superintendent of Schools shall not be prohibited from
continuing to be employed in the district. This includes employees who must be renewed annually
by the Board. The Superintendent of Schools may recommend those employees for
reemployment, transfer, promotion or removal.
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A relative of a Board Member or the Superintendent of Schools may be employed by the district
provided that the district has obtained the approval from the Executive County Superintend of
Schools. Such approval shall be granted only upon demonstration by the district that it conducted
and thorough search for candidates and that the proposed candidate is the only qualified and
available person for the position.

Board Member/Superintendent of Schools Participation in Negotiations

When a Board Member or school administrator’s relative is a member of the bargaining unit or
receives the benefit of the contract, that Board Member or school administrator shall not discuss
the proposed collective bargaining agreement with that unit or participate in any way in
negotiations. This includes, but is not limited to being a member of the negotiating team. Nor
shall that Board Member or school administrator be present with the Board in closed session when
negotiation strategies are being discussed. However, a school administrator may provide technical
information that is necessary to the collective bargaining process when no one else can provide
that information.

When a member of a Board Member’s or school administrator’s immediate family is a member of
the same state-wide union with which the Board is negotiating, that Board Member or school
administrator shall not participate in any way in negotiations. This includes, but is not limited to
being a member of the negotiating team, prior to the Board’s attaining a tentative memorandum of
agreement with the bargaining unit, including salary guides and/or the total package of money to
be offered.

Once such tentative memorandum of agreement is established, including salary guides and/or the
total package of money is to be offered, the Board Member or school administrator may fully
participate in the process, including Board Member voting, absent other conflicts. Prior to that
time, the Board Member or school administrator shall not be present with the Board in closed
session when negotiation strategies are being discussed. However, a school administrator may
provide technical information that is necessary to the collective bargaining process when no one
else in the district can provide that information.

A school official who has such relationship with any employee of the district as of the effective
date of this policy shall declare such relationship immediately.

Per diem substitutes and student employees are excluded from this nepotism policy.
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Legal References

NIJSA

NJAC

18A:11-1 General mandatory powers and duties

18A:12-2 Inconsistent interests or office prohibited

18A:12-21 et seq. School Ethics Act

18A:16-1 Officers and employees in general

18A:27-4.1 Appointment, transfer, removal or renewal of officers and employees; exceptions

6A:4-1.1 et seq. Appealable decisions

6A:23A-1.2 et seq. Fiscal accountability; definitions
6A:23A-6.2 et seq. Fiscal accountability; nepotism
6A:28-1.1 et seq. School Ethics Commission

In the Matter of the Election of Dorothy Bayless to the Board of Education of the Lawrence
Township School District, 1974 S.L.D. 603, reversing 1974 S.L.D. 595

Shirley Smiecinski v. Board of Education of the Township of Hanover, Morris County, 1975
S.L.D. 478

Scola v. Ringwood Bd. of Ed., 1978 S.L.D. 413

Salerno v. Old Bridge Board of Ed., 1984 S.L.D. (April 28)

Larsen v. Woodbridge Board of Ed., 1985 S.L.D. (March 18)

Scannella v. Scudillo, School Ethics Decision, Complaint No. C-14-93,

(February 3, 1994)

In the Matter of Frank Pannucci, 2000 S.L.D. March 1, State Board Rev'g

Commissioner 97 NJAR 2d (EDU) 339

School Ethics Commission, Advisory Opinion, A01-93

School Ethics Commission, Advisory Opinion, A10-93

School Ethics Commission, Advisory Opinion, A021-93

School Ethics Commission, Advisory Opinion, A07-94

School Ethics Commission, Advisory Opinion, A33-95

School Ethics Commission, Advisory Opinion, A14-00

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4111,4119.21, 4112.8, 9270
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The Superintendent of Schools shall make certified staff assignments in the manner best
calculated, in his/her judgment, to enhance the educational program.

Support personnel are subject to assignment and transfer after recommendation of the
Superintendent of Schools and approved by the Board of Education. Procedures for such transfers
shall comply with provisions of current negotiated agreements and state and federal law.

In accordance with the law of New Jersey, the Board of Education directs the Superintendent of
Schools to assign personnel to the school in such a way that equivalence of personnel is ensured
within the school.

The Superintendent of Schools may use his/her discretion to make temporary assignments of
existing employees to cover long-term absences of other staff members. It is the policy of the
Board that these temporary assignments will be in the best interest of the school district and its
pupils.

It is the policy of the Board that twelve-month employees are expected to work a full school day
on such days as school is in session less than full time due to a scheduled non-emergency activity
(workshop, in-service, staff meeting, etc.). The Superintendent of Schools may dismiss twelve-
month employees after less than a full school day’s work in any situation where he/she deems
their continued attendance to be of little or no value to the educational program being considered
at that time.

Part-time employees shall be scheduled by the Superintendent of Schools and in the case of
emergency school closings, part-time employees may be scheduled to work on alternate days than
those on which they would have been scheduled in order to effect no loss of instructional time due
to school closing.

Any staff member appointed to an extra duty position is expected to serve unless excused for
extenuating circumstances. A refusal to serve or resignation from extra duty service without
permission may constitute an act of insubordination and subject the employee to disciplinary
procedures.
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Legal References

NIJSA

NJAC

18A:25-1 Transfer of teaching staff members

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:59-1 through -3 Apportionment and distribution of federal funds; exceptions

34:13A-1 et seq. New Jersey Employer-Employee Relations Act

6A:7-1.1 et seq. Managing for Equality and Equity in Education
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-14.1 Review of mandated programs and services

42 U.S.C.A. 2000d - 2000d4 - Title VI of the Civil Rights Act of 1964

20 U.S.C.A. 1681 - Title IX of the Education Amendments of 1972

29 U.S.C.A. 794 et seq. - Section 504 of the Rehabilitation Act of 1973

20 U.S.C.A. 1401 et seq. - Individuals with Disabilities Education Act

Hawkins-Stafford Elementary and Secondary School Improvement Amendments of 1988
(P.L. 100-297)

34 CFR 200.1 to 200.89 - Part 200

34 CFR Part 204

Ridgefield Park Education Association v. Ridgefield Park Board of Education, 78 N.J. 144
(1978)

The Comprehensive Equity Plan, New Jersey State Department of Education Division
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

2224,4211,4211.1, 5145.4, 6160
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Supervision
The Superintendent of Schools shall ensure development of procedures for observation and

supervision of all employees so the optimum support is provided for the educational program.

Such observation and supervision shall not be limited to that which is required for effective
performance evaluation.

Evaluation
The Superintendent of Schools shall maintain factual personnel records on all support employees
and shall direct evaluation procedures.

Before increments for support staff members are approved for succeeding years, administrative
and supervisory personnel in the schools shall submit to the Superintendent of Schools a report on
the work and attitude of each employee under their jurisdiction.

The employee’s supervisor has the responsibility for seeing that each employee knows the basis
upon which he is to be evaluated in advance of the evaluation. It shall be the policy of the Board
of Education that all newly employed staff, in the classifications listed below, be employed for a
probationary period of 60 calendar days, or less, at the discretion of the Board:

Secretaries

Clerks

Aides

Maintenance and grounds personnel

Custodians

Bus drivers

Such other classifications as the Board may establish

@mmonws
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Legal References

NJSA 18A:4-15 General rule-making power
18A:4-16 Incidental powers conferred
18A:6-10 et seq. Dismissal and reduction in compensation of persons under tenure in public
school system
18A:11-1 General mandatory powers and duties
18A:27-3.1 through -3.3 Non-tenured teaching staff; observation and evaluation; conference;
purpose
18A:27-10 et seq. Nontenured teaching staff member; offer of employment for next
succeeding year or notice of termination before May 31
18A:28-5 Tenure of teaching staff members
18A:29-14 Withholding increments; causes; notice of appeals

NJAC 6:30-2.1(a)8 Purpose and program descriptions
6A:32-4.1(e) (f) Employment of teaching staff
6A:32-4.4 Evaluation of tenured teaching staff members
6A:32-4.6 Procedure for appearance of nontenured teaching staff members before a district
board of education upon receipt of a notice of nonreemployment
6A:32-5.1 et seq. Standards for determining seniority
6A:9-15.1 et seq. Required Professional Development for Teachers
6A:32-4.4 Evaluation of tenured teaching staff member
6A:32-4.5 Supervision of instruction: observation and evaluation of nontenured teaching staff
members

Lacey Township Bd. of Ed. v. Lacey Township Education Association, 130 N.J. 312 (1992),
aff'g 259 N.J. Super. 397 (App. Div. 1991)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
2130, 2131, 4000, 4010, 4112.6,4117.41,4131/4131.1, 4215/4216, 6143.1, 6200
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Notice as per employee contracts shall be given in cases of dismissal by the Board of Education or
resignation by the employee.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

Legal References

NJSA 18A:27-3.1 Non-tenured teaching staff; observation and evaluation; conference; purpose
18A:27-3.2 Teaching staff member; notice of termination; statement of reasons; request;
written answer
18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:27-9 Teaching after notice of termination of contract
18A:27-10 et seq. Nontenure teaching staff member; offer of employment for next succeeding
year or notice of termination before May 31
18A:28-8 Notice of intention to resign required
18A:66-43 Retirement of service age limits
18A:66-44 Service retirement allowances

NJAC 6A:32-4.1 et seq. Employment of teaching staff
6A:32-4.6 Procedure for appearance of nontenured teaching staff members before a district
board of education upon receipt of notice of nonreemployment

Donaldson v. North Wildwood Bd. of Ed., 65 N.J. 236 (1974)

Hicks v. Pemberton Township Board of Education, 1975 S.L.D. 332

Velasquez v. Brielle Board of Education, 97 N.J.A.R. 2d (EDU) (August 6), aff'g on different
grounds Comm'r 96 N.J.A.R. 2d (EDU) (April 4)
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Retirement shall be at the option of the employee in accordance with the rules and regulations of
the Teachers Pension and Annuity Fund or P.E.R.S. The Board will abide by state law in the
matter of retirement agreements. In the event that the Board has any jurisdiction, it will decide on
a case-by-case basis.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

Each year, paid employees who are retiring may be recognized by the Board at the conclusion of
the school year.

Legal References
NJSA 18A:27-9 Teaching after notice of termination of contract
18A:28-8 Notice of intention to resign required
18A:66-43 Retirement of service age limits
18A:66-44 Service retirement allowances
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In accordance with NJAC 6A:9-17.1(c), all certificated staff members who are indicted or arrested
for a crime or offense shall submit a report of such occurrences to the Superintendent of Schools
within fourteen (14) calendar days of said indictment or arrest.

The report shall include the date of the arrest or indictment and charge(s) lodged against said staff
member. The staff member shall also report the disposition of any charges to the Superintendent
of Schools within seven (7) calendar days of the disposition.

Failure to comply with these reporting requirements may be deemed ““just cause” pursuant to
NJAC 6A:9-17.5.

The district shall make these requirements known to all new employees and to all employees on an
annual basis.

Legal References
NJSA 18A:6-7.1 Criminal history record checks for final candidates for school employee positions
18A:39-19.1 Criminal records of school bus drivers

NJAC 6A:9-17.1(c) Arrest reporting requirements
6A:9-17.5 Grounds for revocation and suspension of certification




Millville Board of Education
District Policy Manual

Support Personnel Series 4000
Resignation Policy 4217.3
Date Adopted: June 2, 2008 | Date Revised: | Pagelofl

An employee shall submit his resignation in writing to the Superintendent of Schools at least 60
days prior to the effective date of resignation. This date shall be approved unless the Board of
Education desires to accept the resignation sooner.

The resignation becomes effective upon its formal approval by the Board of Education, and may
be withdrawn by the employee at any time prior to Board action.

Any employee of the school district who terminates his employment of his own volition with
exception of retirees or if released by the Board will forfeit Board granted benefits accrued during
his employment.

At the discretion of the Superintendent of Schools, employees retiring from the district may be
required to participate in an “exit interview,” the purpose of which is to ascertain pertinent
information from the employee that will be useful in recruitment and retention of employees.

If an employee returns to the employ of the Board of Education after having had prior service, said
employee will begin with the same benefits as any other new employee, except as covered by New
Jersey State law, and/or the contracted agreement between the employee and the Board of
Education.

Legal References
NJSA 18A:27-9 Teaching after notice of termination of contract
18A:27-10 et seq. Nontenure teaching staff member; offer of employment for next succeeding
year or notice of termination before May 31
18A:28-8 Notice of intention to resign required
18A:66-43 Retirement of service age limits
18A:66-44 Service retirement allowances

NJAC 6A:32-4.1 et seq. Employment of teaching staff
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The Board of Education has the right under state law to abolish unilaterally any existing position
in whole or in part and to reduce the number of employees in any category for reasons of
economy, reduction in the number of pupils, change in the administrative or supervisory
organization, change in the educational program or other good cause.

Should it become necessary to reduce the number of employees in the district, the laws and
regulations of the state shall be the controlling guides. If, in the case of such reduction, candidates
for termination are non-tenured personnel only, the primary basis for selection for termination or
reduction shall be the needs of the district’s educational program and the individual’s contribution
toward achievement of that program based on properly completed observations and evaluations.

If, in the case of such reduction, candidates for termination or reduction in grade are tenured in
this district, the state regulations regarding seniority shall be the primary basis for decision. In the
event that there should be equal applicable seniority among staff members, the decision for
reduction or termination shall be based on the needs of the district’s educational program and the
individual’s contribution toward achievement of that program based on properly completed
observations and evaluations.

In no case shall any choice be based on arbitrary, capricious or discriminatory reasons. The
Superintendent of Schools shall prepare guidelines for restructuring positions and for determining
objectively which employees are to be dismissed as a result, and shall present his
recommendations to the Board for action.

Legal References
NJSA 18A:28-5 Tenure of teaching staff members
18A:28-9 Reduction of force; power to reduce and reasons for reduction
18A:28-10 Reasons for dismissals of persons under tenure on account of reduction
18A:28-11 Seniority; board to determine; notice and advisory opinion
18A:28-12 Dismissal of persons having tenure on reduction; reemployment

NJAC 6A:9-5.5 Assignment of titles
6A:32-5.1 Standards for determining seniority

Possible Cross References
2131, 4215/4216
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The Board of Education has adopted policies and entered into contracts providing for Instructional
Aides under approved Title 1 Programs as well as, Non-Instructional Aides for playground and
cafeteria duty.

Any necessary reduction in force of Instructional Aides shall be made as a result of insufficient
funds available under an approved Title 1 Program. Such reduction in Instructional Aides shall be
on the basis of seniority in the position of Instructional Aide with the individual Instructional Aide
with the least seniority in the school being reduced first; the individual having the second least
seniority being reduced second; etc.

Any necessary reduction in force of Instructional Aides who are not funded by an approved Title 1
Program shall be made as a result of insufficient funds. Such reduction in Instructional Aides
shall be on the basis of seniority in the position of Instructional Aide with the individual
Instructional Aide with the least seniority in the school being reduced first; the individual having
the second least seniority being reduced second; etc.

Any necessary reduction in force of Non-Instructional aides shall be made as a result of a decision
made by the Board with the provision of the Board/Association Contract. Said contract provides
for a non-specific number of positions; therefore reductions in the number of Non-Instructional
Aides shall be made on the basis of seniority in that position. The individual Non-Instructional
Aide having the least seniority in the school shall be reduced first; the individual having the
second least seniority being reduced second; etc.

Any Instructional or Non-Instructional Aide being reduced and having greater total seniority in the
school than any other Instructional or Non-Instructional Aide not affected by the reduction may
assume the position of the individual with the least seniority and that individual with the least
seniority shall become the individual to be affected by the reduction.

Legal References
NJSA 18A:28-9 Reduction of force; power to reduce and reasons for reduction
18A:28-10 Reasons for dismissals of persons under tenure on account of reduction
18A:28-11 Seniority; board to determine; notice and advisory opinion
18A:28-12 Dismissal of persons having tenure on reduction; reemployment

NJAC 6A:9-5.5 Assignment of titles
6A:32-5.1 Standards for determining seniority

Possible Cross References
2131, 4215/4216
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It shall be the policy of the Board of Education to apply the statutes of the state, the policies of this
Board and the regulations of the administration with equal consideration to each staff member.

The Superintendent of Schools shall prepare disciplinary rules for situations most often
encountered which provide for progressive penalties including-where appropriate-verbal warnings,
written warnings, non-renewal of non-tenured employees, withholding of an increment from
tenured employees, dismissal of non-tenured employees and referral of charges against tenured
employees. Such rules shall ensure nondiscriminatory application, differentiate between a second
offense of the initial type and a second offense unlike that for which the employee was initially
reprimanded, and be in accordance with established due process procedures.

Disciplinary rules approved by the Board and shall include the provision that the Board reserves
the right to deduct pay for required service not performed, including time lost through tardiness in
accordance with its policies.

Withholding and Increment

Advancements on the salary guide are not automatically granted and must be earned by
satisfactory performance. Advancement requires favorable evaluations of the employee’s
performance of assigned duties, a satisfactory attendance record and adherence to the rules of the
district and high standards of professional conduct.

The Board may determine, by recorded roll call majority vote of the full membership and at any
time prior to the commencement of the school year or contract year in which the employee’s
salary will vest, to withhold any or all of the increments indicated by the salary guide or by Board
policy.

Within ten (10) days of its formal action to withhold an increment, the Board shall give written
notice to the affected employee of both the action and the reason or reasons for which it was taken.

An increment withheld may be restored only by action of the Board.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:6-10 et seq Dismissal and reduction in compensation
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education expects all employees to adhere to the policy of the Board regarding
unauthorized absence from school property during work hours. Employees violating this policy
by leaving school early or during periods other than lunchtime, without authorization by an
Administrator, shall be subject to disciplinary action.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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Complaints regarding alleged discrimination on the basis of race, color, creed, religion, sex,
ancestry, age, national origin, or social or economic status must be made in writing. Forms are
available from the Affirmative Action Officer.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment

Possible Cross References
2224, 3320, 5145.4, 6121
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It is the policy of the Board of Education to discover and practice reasonable and effective means
of resolving difficulties which may arise among employees; to reduce potential areas of
grievances; and to establish and maintain recognized channels of communication between staff
and administration. With the ultimate goal of serving the educational welfare of children, the
informal grievance procedure shall provide the prompt and equitable adjustment of differences.
The informal grievance procedure shall adhere to guidelines established by contract. It is essential
that full cooperation be given by all employees to achieve these goals.

Each employee shall be assured the opportunity for an orderly presentation and review of concerns
and grievances.

No employee shall suffer reprisals or reduction in status as a result of having presented a grievance
or having represented an employee in a grievance.

It shall be the general practice to process grievance procedures during time which does not
interfere with assigned duties.

An individual employee or his representative during the course of the processing of a grievance
shall continue to follow administrative directives and Board policy.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment

Possible Cross References
2224, 3320,5145.4, 6121
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An employee of the Board shall not have any interest, financial or otherwise, direct or indirect, or
engage in any business or transaction or professional activity that is in conflict with the proper
discharge of his/her duties.

An employee of the Board shall not use or attempt to use his/her position to secure unwarranted
privileges or advantages for himself/herself or others.

An employee of the Board shall not act in his/her official capacity in any matter wherein he/she
has a direct or indirect personal financial interest such as selection or purchase of any textbook or
other materials on which he/she receives a royalty.

An employee of the Board shall not accept any gift, favor, service or other item of value under
circumstances from which it might be reasonably inferred that such gift, service or other item of
value was given or offered for the purpose of influencing him/her in the discharge of his/her
duties.

Legal References
NJSA 2C:27-1 et seq. Bribery and Corrupt Influence

18A:6-8 Interest of school officers, etc., in sale of textbooks or supplies; royalties
18A:6-8.4 Right to hold elective or appointive state, county or municipal office
18A:11-1 General mandatory powers and duties
18A:12-21 et seq. School Ethics Act
18A:54-20 Powers of board (county vocational schools)
19:34-15 Electioneering within or about polling place; misdemeanor

NJAC 6A:4-1.1 et seq. Appeals
6A:28-1.1 et seq. School Ethics Commission

Green Township Education Association v. Rowe, et al., 328 N.J. Super 525 (App. Div. 2000)

Possible Cross References
1140, 1313,4212.8, 4217.5,4218.2,4219.22, 4219.23, 9270
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The Board of Education believes that the appearance and dress of teaching staff members is an
important component of the educational program of this school district. The attitude of teaching
staff members about their professional responsibilities and the importance of education in the lives
of their pupils are reflected in their dress and appearance.

The Board retains the authority to specify the following dress and grooming guidelines for staff,
within law, that will prevent such matters from having an adverse impact on the educational
process. Attire shall meet the following criteria:

1. Men and women should dress in a manner befitting the profession. Faculty dress should
uphold the dignity of the profession and be appropriate to the type of service the teacher is
performing.

2. Female staff members shall wear skirts or slacks with blouses or sweaters, school uniform,
dresses, skort or slack ensembles, or slack suits. Note: All skirt, skort or dress-like
clothing should not exceed three (3) inches above the knee.

3. Male staff members shall wear suits, jackets and ties, sweaters, school uniform or sport or
dress shirts with slacks.

4. Specialized Areas

= Physical education/health teachers, while teaching physical education classes, will
wear attire that is conducive to their subject area.

= Preschool teachers may wear attire that is conducive to the preschool environment.
Casual slacks and sneakers are acceptable.

» The wearing of smocks or other special attire by teachers in the performance of
their duties in specialized areas, such as Home Economics, Science and Art, shall
not be deemed as violation of this code.

=  Security staff shall wear items of clothing deemed appropriate for the duties they

perform.
5. Staff going on field trips should dress appropriately as representatives of the school
district.
6. Teachers attending out of district workshops/inservices should adhere to the district dress

code.

7. The Board lists the following as unacceptable attire:
= Torn, dirty, or wrinkled clothing.
= Flip flops, bedroom slippers, combat boots, work boots.
= See-through clothing.
= Tight-fitting clothing such as Spandex and leggings.
= Inappropriately low, plunging or deep "V" necklines.
= Midriff, halters, tank, spaghetti straps, or tube tops.
= Shorts or scooter shorts.
= T -shirts or undershirts as outerwear.
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= Sweatshirts, sweat pants and sweat suits (except as appropriate for PE staff and
extra assignments as deemed appropriate by the building principal).
= (QObservable jewelry in body piercings must be limited to the ears only.

8. Exceptions to the above criteria may be permitted with prior approval of the building
administrator.

The building principal or the teaching staff member's supervisor, as appropriate, shall determine
whether a violation of this dress code has occurred and shall discuss the violation with the
teaching staff member concerned. Where a single violation so warrants or violations recur, the
principal or supervisor may enter a reprimand in the teaching staff member's file and may

recommend more stringent disciplinary measures.

Legal References
NJSA 18A:6-10 Dismissal and reduction in compensation of persons under tenure in public school

system

18A:11-1 General mandatory powers and duties

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.,
employment thereunder

18A:54-20 Powers of board (county vocational schools)

Hicks v. Pemberton Bd. of Ed., 1975 S.L.D. 332

Quiroli v. Linwood Bd. of Ed., 1974 S.L.D. 1035

Carlstadt Teachers Ass'n v. Carlstadt Bd. of Ed., App. Div., unreported decision (docket no.
A-1469-80-T4, decided March 26, 1982), 1982 S.L.D. 1448

Possible Cross References
4217.5,4219.2,4219.21, 4219.22, 4219.23, 4238, 6144
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The Board of Education recognizes that the misuse of drugs, steroids, and alcohol is a serious
problem with enormous impact upon the welfare of the entire school community. The Board is
committed to the prevention of drug, steroid, and alcohol abuse and rehabilitation of drug steroid,
and alcohol abusers and implementation of an effective drug, steroid, and alcohol awareness
program for staff members, as well as providing special assistance for addicted staff. The Board
desires to utilize positive approaches in dealing with these problems but will resort to necessary
and appropriate steps to protect the school community from harm caused by exposure to drug,
steroid, and alcohol abuse.

Adoption of Policies and Procedures
B. The Board hereby adopts these policies and procedures for the discipline, evaluation and
treatment of staff members who possess, consume or who, on reasonable grounds, are
suspected of being under the influence of the following substances in the work site.

1. All controlled dangerous substances as identified and prohibited in N.J.S.A. 24:21-1

2. All chemicals and/or chemical compounds which release toxic vapors as defined in
N.J.S.A. 27A:170-25.9 and N.J.S.A. 2C:98-3

3. All alcoholic beverages.

4. Anabolic steroids

C. Guidelines — All Employees

1. For the purpose of this policy “worksite” shall include any school building, or any
school premises and any school owned vehicles or any other school-approved vehicle
used to transport students to and from school or school activities. Worksite also
includes off school property during any school sponsored or school approved activity,
event or function such as a field trip or athletic event, where students are under the
jurisdiction of the school district.

2. The unlawful manufacture, distribution, dispensing, possession of, use of or sale of any
narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, steroid, or
any other controlled substance on or in school worksites is prohibited. Any violation
may subject an employee to participation in a drug rehabilitation program and
disciplinary action including but not limited to non-renewal, suspension, or termination
at the discretion of the Board of Education.

3. The use of alcoholic beverages in school worksites is prohibited. Violations of this
prohibition may subject an employee to disciplinary action that may include but is not
limited to non-renewal, suspension, or termination at the discretion of the Board.

4. The Board of Education, as a result of criminal convictions of any criminal drug statute
violation by an employee occurring outside of the worksite, may discipline
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said employee. Disciplinary action may include, but not be limited to non-renewal,
suspension, or termination at the discretion of the Board.

5. The Superintendent of Schools shall establish a drug-free awareness program that
includes notice of the dangers of drug abuse in the workplace and available drug
counseling programs and shall distribute this information to all employees annually.
New employees shall be provided with a copy of this information prior to beginning
work assignments.

6. The Superintendent of Schools with the Board shall establish standards of staff conduct
to include disciplinary sanctions required when staff members violate Board policies
related to drug, steroid, and alcohol abuse. All disciplinary sanctions shall be
implemented within the framework of the employees’ contractual rights and due
process. All employees shall be provided with a copy of this information annually.

7. Nothing in this policy shall be construed in any way to authorize or require the
transmittal of any information or records that are in the possession of a substance-abuse
counseling or treatment program include, but not limited to, the school districts own
substance-abuse programs.

8. All information concerning a staff member’s involvement in a school intervention or
treatment program shall be kept strictly confidential. See 42 C.F.R. 2 and N.J.A.C.
6:3-6.6.

9. The Superintendent of Schools will ensure that all district employees receive annual in-
service training to make them aware of their responsibilities in accordance with Board
policies and N.J.A.C. 6:3-6.3 et seq.

10. The Board will review annually the effectiveness of these policies and the
Memorandum of Agreement entered into with the appropriate law enforcement agency.
As part of this review, the Board will consult with the County Superintendent of
Schools, local community members, and the County Prosecutor’s office.

11. The policies and procedures contained herein shall be made available to all staff on an
annual basis.

D. Work Performance in Connection with a Federal Grant
In order for the school district to qualify for any direct federal grant, the district must
certify that it will provide a drug-free workplace and maintain a good faith effort to
continue to maintain a drug-free workplace. To this end, employees engaged in school
worksites as a result of federal grant moneys shall in addition to complying with
requirements of the programs shall be in strict compliance with this policy.
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The Superintendent of Schools shall notify all employees that they are to notify their respective
supervisors of convictions of any criminal drug statute violation occurring in the workplace.
Employees must notify their supervisors no later than five days after such conviction. To be in
compliances, the district must notify the federal grant program of such conviction within 10 days
of receipt of said conviction.

Legal References
NJSA 2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal

age; penalty
2C:35-1 et seq. Comprehensive Drug Reform Act of 1987
18A:11-1 General mandatory powers and duties
18A:16-2 Physical examinations; requirement
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:36-32 Cigarette coin-operated vending machines; operation, installation or maintenance
on property used for school purposes; fine
18A:54-20 Powers of board (county vocational schools)
26:3D-55 et seq. New Jersey Smoke-Free Air Act

NJAC 6A:16-6.3 Reporting students or staff members to law enforcement authorities
6A:16-6.5 Confidentiality of student or staff member involvement in substance abuse
intervention and treatment programs
6A:26-12.2(a)4 Policies and procedures for school facility operation

New Jersey Constitution, Art. IV, § VII, par. 2 Anti-Drug Abuse Act of 1988

Drug-Free Workplace Act of 1988

A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.

Bayonne Teachers’ Assoc v BOE, City of Bayonne Office Admin Law

Fairlawn Education Assoc v Fairlawn BOE 79 NJ 574 (1979)

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1330, 1410,3515, 4117.5
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The Board of Education prohibits the unlawful manufacture, distribution, dispensing, possession
or use of any controlled dangerous substance by any person in any school building, on school
grounds, or during any activity or event sponsored by the Board.

Every employee of this district must, as a condition of employment, agree to be bound by this
policy. An employee who violates the prohibitions or reporting requirements of this policy will be
subject to discipline, which may include dismissal, or certification of tenure charges, as
appropriate. An employee whose involvement with drugs results in a conviction for a crime of the
third degree or above or for an offense touching his/her position will be deemed to have forfeited
his/her public employment, pursuant to N.J.S.A. 2C:51-2.

An employee who is convicted of a drug-related offense must report the conviction to the
Superintendent of Schools within five days of its occurrence. The Superintendent of Schools will
report the conviction, within ten days of the date on which notice of the conviction is received, to
any federal agency from which the district has received funds through a grant.

The Board directs the Superintendent of Schools to establish and maintain a program to:
1. Alert employees as to the dangers of drug abuse in the workplace;
2. Inform employees of the prohibitions against drugs set forth in this policy;
3. Inform employees of available drug counseling, rehabilitation, and assistance programs;
and,
4. Warn employees of the penalties that may be imposed for violations of prohibitions set
forth in this policy.

The Board will report to law enforcement officials and prosecute as appropriate any employee or
visitor who violates the prohibitions of this policy. A pupil who violates this policy will be treated
in accordance with law.

This policy will be distributed to each district employee, including all those engaged in the
performance of services under a federal grant, and will be prominently posted in the district.
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Legal References

NIJSA

NJAC

2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal
age; penalty

2C:35-1 et seq. Comprehensive Drug Reform Act of 1987

18A:11-1 General mandatory powers and duties

18A:16-2 Physical examinations; requirement

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:36-32 Cigarette coin-operated vending machines; operation, installation or maintenance
on property used for school purposes; fine

18A:54-20 Powers of board (county vocational schools)

26:3D-55 et seq. New Jersey Smoke-Free Air Act

6A:16-6.3 Reporting students or staff members to law enforcement authorities
6A:16-6.5 Confidentiality of student or staff member involvement in substance abuse
intervention and treatment programs

6A:26-12.2(a)4 Policies and procedures for school facility operation

New Jersey Constitution, Art. IV, § VII, par. 2 Anti-Drug Abuse Act of 1988
Drug-Free Workplace Act of 1988

A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Bayonne Teachers’ Assoc v BOE, City of Bayonne Office Admin Law
Fairlawn Education Assoc v Fairlawn BOE 79 NJ 574 (1979)

Drug-Free Workplace Act of 1988, P.L. 100-690

34 CRF 85.600 et seq.

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

1330, 1410,3515,4117.5
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The Board of Education is committed to the establishment of a drug and alcohol misuse prevention
program among school bus drivers that meets all applicable requirements of the Omnibus Transportation
Employee Testing Act of 1991. The purpose of the testing program shall be to help prevent accidents and
injuries resulting from the misuse of alcohol and controlled substances by employees performing safety-
sensitive functions.

Transportation contracts approved by the Board of Education shall contain assurance that the contractor
will establish a drug and alcohol testing program that meets the requirements of federal regulations and
this policy and will actively enforce the regulations of this policy as well as federal requirements.

All employees with commercial drivers' licenses shall be prohibited from:

A. The use of any controlled substance on or off duty, unless a written prescription from a licensed
doctor or osteopath is provided along with a written statement from the doctor or osteopath that
the substance does not adversely affect the employee's ability to safely operate a motor vehicle or
perform other safety-sensitive functions;

B. The use of any controlled substance on or off duty, unless a written prescription from a licensed
doctor or osteopath is provided along with a written statement from the doctor or osteopath that
the substance does not adversely affect the employee's ability to safely operate a motor vehicle or
perform other safety-sensitive functions;

C. The misuse of alcohol that could affect performance on the job including use on the job, use
during the four hours before performing a safety-sensitive function, having prohibited
concentrations of alcohol in their systems while performing a safety-sensitive function and use
during eight hours following an accident.

"Controlled substance" in this policy refers to those covered by the Omnibus Act, including, but
not limited to, marijuana, cocaine, opiates, amphetamines and phencyclidine (PCP).

All covered applicants and employees shall be subjected to pre-employment or pre-duty,
reasonable suspicion, random, post-accident, return-to-duty and follow-up alcohol and drug testing
pursuant to procedures set out in the federal regulations. These procedures use an evidential
breath testing device for alcohol testing. For controlled substances testing, urine specimen
collection and testing by a laboratory certified by the U.S. Department of Health and Human
Services shall be required.

Pre-employment testing shall be administered to an applicant offered a position in the district prior
to the first time the employee performs any safety-sensitive function for the district. An applicant
who tests positive will not be hired for any safety-sensitive position.
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Random alcohol testing shall be limited to the time period surrounding the performance of safety-
related functions that includes just before or just after the employee performs the safety-related
function. Controlled substances testing may be performed at anytime while the employee is at
work.

An employee covered by the federal regulations may not refuse to take a required test.
Consequences for an employee's refusal shall be the same as for a positive result of the test.

If the testing confirms prohibited alcohol concentration levels or the presence of a controlled
substance, the employee shall be removed immediately from safety-related functions in
accordance with the federal regulations. Before an employee is reinstated, if at all, the employee
shall undergo an evaluation by a substance abuse professional, comply with any required
rehabilitation and undergo a return-to-duty test with verified test results.

The Board of Education retains the authority consistent with federal law to discipline or discharge
any employee who is an alcoholic or chemically dependent and whose current use of alcohol or
drugs affects the employee's qualifications for and performance of the job.

The district is not required under federal law requiring drug and alcohol testing to provide
rehabilitation, pay for substance abuse treatment or to reinstate the employee. All employment
decisions involving reinstatement, termination or dismissal shall be made in accordance with
applicable state law, Board of Education policies and negotiated agreements.

The district shall maintain records in compliance with the federal regulations in a secure location
with controlled access. With the employee's consent, the district may obtain any of the
information concerning drug and alcohol testing from the employee's previous employer. An
employee shall be entitled upon written request to obtain copies of any records pertaining to the
employee's use of alcohol or controlled substances including information pertaining to alcohol or
drug tests. Statistical records and reports shall be maintained and made available to the Federal
Highway Administration for inspection or audit in accordance with federal regulations.

Records shall be made available to a subsequent employer upon receipt of a written request from
an employee, and only on the expressly authorized terms of the employee.

The Superintendent of Schools shall ensure that supervisors receive proper training to administer
the drug and alcohol testing program and that employees receive the notifications required by
federal regulations.
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Legal References

NJSA

NJAC

2C:33-16 Alcoholic beverages; bringing or possession on school property by person of legal
age; penalty

2C:35-1 et seq. Comprehensive Drug Reform Act of 1987

18A:11-1 General mandatory powers and duties

18A:16-2 Physical examinations; requirement

18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:36-32 Cigarette coin-operated vending machines; operation, installation or maintenance
on property used for school purposes; fine

6A:16-6.3 Reporting students or staff members to law enforcement authorities
6A:16-6.5 Confidentiality of student or staff member involvement in substance abuse
intervention and treatment programs

6A:26-12.2(a)4 Policies and procedures for school facility operation

New Jersey Constitution, Art. IV, § VII, par. 2

Anti-Drug Abuse Act of 1988

Drug-Free Workplace Act of 1988

A Uniform State Memorandum of Agreement Between Education and Law Enforcement
Officials

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Drug-Free Workplace Act of 1988, P.L. 100-690

34 CRF 85.600 et seq.

49 CFR Part 40 Procedures for Transportation Workplace Drug & Alcohol Testing Programs
49 CFR Part 382 Controlled Substance & Alsohol Use and Alchol Testing

49 CFR Part 391 Qualification of Drivers
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The Board of Education establishes the following guidelines to govern staff members in their
political activities:

A. A staff member shall not engage in political activity on school premises.

B. A staff member shall not post political circulars or petitions on school premises nor
distribute such circulars or petitions to pupils nor solicit campaign funds or campaign
workers on school premises.

C. A staff member shall not display any material that would tend to promote any candidate for
office on an election day in a school facility that is used as a polling place.

A staff member who is a member of the State Legislature or the County Board of Chosen
Freeholders is entitled by law to time off from school district duties, without loss of pay,
during the time the member attends meetings of the Legislature or Board of Chosen
Freeholders or any committee of those bodies. No other staff member who holds elective or
appointive office is so entitled, except as such time off may be provided for by the Board
policy or negotiated agreement.

The provisions of this policy do not apply to the discussion and study of politics and political
issues appropriate to the curriculum, the conduct of pupil elections, or the conduct of
employee representative elections.

Legal References
NJSA 18A:6-8.1 Leave of certain employees to serve in legislature
18A:6-8.1 Leave of certain employees to serve on board of chosen freeholders
18A:6-8.4 Right to hold elective or appointive state, county or municipal office
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The personal life of an employee is not an appropriate concern of the Board except as it may
directly prevent the employee from performing his/her properly assigned functions during the
workday or affect his/her professional relationship with the pupils.

Unbecoming Conduct

When an employee, either within the school or outside normal duties, creates conditions under
which the proper operation of the school is affected, the Board, upon recommendation of the
Superintendent of Schools, and in accordance with statute, shall determine whether such acts or
lack of actions constitute conduct unbecoming a school employee, and if so, will proceed against
the employee in accordance with law.

Unbecoming conduct sufficient to warrant Board review may result from a single flagrant incident
or from a series of incidents.

Legal References
NJSA 2C:51-2 Forfeiture of public office
18A:6-10 et seq Due process for employees suspended or reassigned
18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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The Board of Education recognizes that as telecommunications and other new technologies shift the
manner in which information is accessed, communicated and transferred that those changes will
alter the nature of teaching and learning. Access to telecommunications will allow Instructional
staff members to explore databases, libraries, Internet sites, bulletin boards and the like while
exchanging information with individuals throughout the world. The Board supports access by
Instructional staff members to information sources but reserves the right to limit in-school use to
materials appropriate to educational purposes. Then Board directs the Superintendent of Schools to
provide training of Instructional staff members in skills appropriate to analyzing and evaluating
such resources as to appropriateness for educational purposes.

The Board also recognizes that telecommunications will allow Instructional staff member access to
information sources that have not been pre-screened using Board-approved standards. The Board
therefore adopts the following standards of conduct for the use of computer network(s) and declares
unethical, unacceptable, inappropriate or illegal behavior as just cause for taking disciplinary action,
limiting or revoking network access privileges, instituting legal action or taking other appropriate action
as deemed necessary.

The Board provides access to network(s)/computers for educational purposes only. The Board retains
the right to restrict or terminate Instructional staff members’ access to the computer network(s)/
computers at any time, for any reason. The Board retains the right to have the Superintendent of
Schools/designee monitor network activity in any form necessary to maintain the integrity of the
network(s) and ensure its proper use.

E-mail
School district personnel shall adhere to the following guidelines when sending or receiving
messages via internal or external e-mail:

A. All messages shall pertain to legitimate school business

B. Personnel shall not reveal passwords to others. If a staff member believes that a password
has been lost or stolen, or that someone without authorization has accessed email, he/she
should contact the Help Desk immediately. Email windows should not be left open on the
screen when the computer is unattended.

C. Messages and e-mail files shall be deleted in a timely manner. The network system
operator will delete messages that are retained after 90 days unless other arrangements are
approved by the Superintendent of Schools/designee.

D. To ensure that federal copyright laws are not violated, staff shall not send messages that
contain text without the author’s permission.
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E. Staff shall not send messages that contain material that may be defined by a reasonable
person as obscene; messages that are racist, sexist or promote illegal or unethical activity;
or messages:

= That violate the district’s affirmative action policy;

= That are personal in nature and not related to the business of the district;

= That are broadcast to a large group of other personnel without supervisory
permission;

= That contain confidential information to persons not authorized to receive that
information.

F. Personnel shall become familiar with the district’s policies and regulation on staff and
student access to networked information resources before initiating email use.

G. Employees learning of any misuse of the email systems shall notify the Superintendent of
Schools/designee.

Social Networking Websites
The Superintendent of Schools/designee will annually remind staff members and orient new staff
members concerning the importance of maintaining proper decorum in the on-line, digital world as
well as in person. Employees must conduct themselves in ways that do not distract from or
disrupt the educational process. The orientation and reminders will give special emphasis to:
A. Improper fraternization with students using social networking websites on the internet:
= Staff members may not list current students as “friends” on networking sites;
= All e-contacts with students should be through the district’s computer and
telephone system;
= All contact by coaches with team members shall be sent to all team members;
= Teachers will not give out their private cell phone or home phone numbers without
prior approval of the district;
= [nappropriate contact via e-mail or phone is prohibited;
Inappropriateness of posting items with sexual content;
Inappropriateness of posting items exhibiting or advocating use of drugs and alcohol;
Examples of inappropriate behavior from other districts, as behavior to avoid;
Monitoring and penalties for improper use of district computers and technology;
The possibility of penalties, including dismissal from employment, for failure to exercise
good judgment in on-line conduct.

mmoaw

The Superintendent of Schools/designee will periodically conduct Internet searches to see if
teachers have posted inappropriate materials on-line. When inappropriate use of computers and
websites is discovered, the Superintendent of Schools/designee will download the offensive
material and promptly bring that misconduct to the attention of the Board’s personnel committee
for review.
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Standards for Computer Network(s)
Any individual engaging in the following actions declared unethical, unacceptable or illegal when
using computer network(s)/computers shall be subject to discipline or legal action:

A. Using the computer network(s)/computers for illegal, inappropriate or obscene purposes, or in
support of such activities. Illegal activities are defined as activities that violate federal, state
or local laws and regulations. Inappropriate activities are defined as those that violate the
intended use of the network(s). Obscene activities shall be defined as violation of generally
accepted social standards for use of publicly owned and operated communication vehicles.

B. Using the computer network(s)/computers to violate copyrights, institutional or third-party
copyrights, license agreements or other contracts.

C. Using the computer network(s) in a manner that:

1. Intentionally disrupts network traffic or crashes the network(s);
2. Degrades or disrupts equipment performance;
3. Uses the computing resources of the school district for commercial purposes, financial
gain or fraud;
4. Steals data of other intellectual property;
Gains or seeks unauthorized access to the files of others or vandalizes the data of
another user;
Gains or seeks unauthorized access to resources or entities;
Forges electronic mail messages or uses an account owned by others;
Invades the privacy of others;
Posts anonymous messages;
. Possesses any data that is a violation of this policy; and/or,
. Engages in other activities that do not advance the educational purposes for which
computer network(s)/computers are provided.

W
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Violations

Individuals violating this policy shall be subject to appropriate disciplinary actions as defined by
Board Policy and the district disciplinary code(s) that includes but is not limited to:

Use of network(s)/computers only under direct supervision;

Suspension of network privileges;

Revocation of network privileges;

Suspension of computer privileges;

Revocation of computer privileges;

Suspension;

Dismissal;

Legal action and prosecution by the authorities; and/or,

Any appropriate action that may be deemed necessary by the Superintendent of Schools
and approved by the Board of Education.

~ZomEUOws
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Cell Phones

School staff shall not contact parents’/guardians’ or students’ cell phones unless directed to do so
by the parent/guardian or student. School district personnel shall limit cell phone interaction with
students to contact that pertains to legitimate school business. Legitimate school business
includes:

Answering academic inquiries regarding homework, other classroom work or assignments;
Scheduling appointments for school related conferences and/or extra help;

Clarifying classroom expectations and/or assignments;

Notifications related to classroom, club or sports schedules, events, trips, assignments;
deadlines.

oCawp

Staff shall not send messages that contain material that may be defined by a reasonable person as
profane or obscene; messages that are racist, sexist or promote illicit, illegal or unethical activity;
or messages:

A. That violate the district’s affirmative action policy;

B. That are personal in nature and not related to the business of the district;

C. That can be interpreted as provocative, flirtatious or sexual in nature;

D. That contain confidential information to persons not authorized to receive that information.

Text Messages
No staff member, coach or volunteer shall text message any student individually. All text

messages to students shall be sent to the class, team, club or organization.

Implementation
This policy shall be distributed annually to all staff members.




Millville Board of Education District Policy Manual

Support Personnel Series 4000

Acceptable Use of Computer Network(s) /
Computers, E-mail, Social Networks & Other Forms of
Electronic Communications by All Users Policy 4219.26

Page 5 of 5

NJSA 2A:38A-1 et seq Computer system
2C:20-25 Computer-related theft
18A:7A-11 Reports by school districts
18A:6-10 Dismissal and reduction in compensation of persons under tenure
18A:11-1 General mandatory powers and duties
18A 27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:36-35 School Internet web sites; disclosure of certain student information prohibited

Hicks v. Pemberton Bd of Ed 1975 SLD 332

Quiroli v. Linwood Bd of Ed 1974 SLD 1035

Carlstadt Teachers Ass’n v. Carlstadt Bd of Ed App. Div. unreported decision (Docket no. A-
1469-80-T4, decided March 26, 1982) 1982 SLD 1448

N.J. v. T.L.O. 469 U.S. 325 (1985)

O’Connor v. Ortega 480 U.S. 709 (1987)

No Child Left Behind Act of 2001, Pub. L. 107-110

Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
1111, 3514, 4117.50,4118.2,4119.2,4119.21,4119.22,4119.23,4119.24, 4138, 4138.2,
5114,5124,5131, 5131.5, 5142, 6142.10, 6144, 6145.3, 6161
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All those employed by the Board of Education may not use personal cell phones during the
performance of their assigned duties. An exception would be during lunches and/or duty-free
periods for those staff members covered by negotiated contracts.

This policy does not prohibit the use of personal cell phones in emergencies or in the conduct of
school business. When there is a question of what constitutes an emergency, the employee should
consult with their supervisor.

“Use” shall be defined for the purposes of this policy as having or placing the device in the “On”
position.

Legal References
NJSA 2C:33-19 Possession of remotely activated paging devices on school property, disorderly
persons offense
18A:11-1 General mandatory powers and duties

NJAC 6A:16-5.8 Remotely activating paging devices
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All newly employed staff in the following classifications shall be employed for a probationary
period of 60 calendar days, or less, at the discretion of the Board:
A. Secretaries and clerks
B. Aides
Maintenance and grounds personnel
Custodians
Bus drivers
Such other classifications as the Board may establish

OO

During the probationary period such employees shall be considered “temporary”.

The “date of hire” of any employee shall be the first day the employee reports to work for the
probationary period.

Legal References
NJSA 18A:6-7.1 through -7.5 Criminal history record; employee in regular contact with pupils;

grounds for disqualification from employment; exception
18A:16-1.1 May appoint temporary officers and employees
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
18A:27-4.1 Appointment, transfer, removal, or renewal of officers and employees; exceptions
18A:29-16 Emergency certificates; day-by-day basis substitute

NJAC 6A:9-6.5 County substitute credential
6A:32-6.1 et seq. School Employee Physical Examinations

8 U.S.C.A. 1100 et seq. - Immigration Reform and Control Act of 1986

Sayreville Education Ass'n v. Sayreville Bd. of Ed., App. Div., unreported decision (docket
no. A-4899-82T2, decided April 12, 1984)

Lammers v. Bd. of Ed. of Borough of Point Pleasant, Ocean County, S/B (June 5, 1991)
Manual for the Evaluation of Local School Districts New Jersey Quality Single
Accountability Continuum (NJQSAC)

Possible Cross References
4211,4212.2,4212.4
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The Board, within its financial means, may hire aides as recommended by the Superintendent of
Schools.

It is the responsibility of the classroom teacher to plan for any teacher aide’s constructive
involvement with the class. The primary benefit must be to the pupils. Classroom aides shall be
under the supervision of the classroom teacher. Non-instructional aides shall be under the
supervision of appropriate personnel as assigned by the Superintendent of Schools.

All aides shall be required to comply with the provisions of the law regarding health and security
checks.

In accordance with federal law, the Superintendent of Schools shall establish procedures to release
information, upon request, regarding the qualifications of classroom aides to parents/guardians for
any classroom aide who is employed by any school receiving Title 1 funds and who provides
instructional assistance to their children.

Qualification of Classroom Aides in Title 1 Schools
All classroom aides hired in schools that receive Title 1 funds shall be qualified in accord with
federal law. All such classroom aides must have a high school diploma or its equivalent. All such
classroom aides hired after January 8, 2002, except those working as translators or solely in
conducting parent involvement activities, also must meet at least one of the following criteria:
A. Completed at least two years of study at an institution of higher education;
B. Obtained an associate’s (or higher) degree; or
C. Passed a formal state or local assessment demonstrating ability to assist in instructing
reading, writing, and mathematics or reading readiness, writing readiness and mathematics
readiness, as appropriate.

Classroom aides hired before January 8, 2002 must have met these qualifications by January 2006.

Legal References
NJSA 18A:6-7.1 through -7.5 Criminal history record; employee in regular contact with pupils;
grounds for disqualification from employment; exception
18A:11-1 General mandatory powers and duties
18A:16-2 through -5 Physical examinations; requirement
18A:54-20 Powers of board (county vocational schools)
NJAC 6A:32-6.1 et seq. School Employee Physical Examinations
6A:32-4.7 Approval of paraprofessional staff
8 U.S.C.A. 1100 et seq. - Immigration Reform and Control Act of 1986
No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
Possible Cross References
3541.1,3542,4212.4, 4215, 4216, 4221, 5131, 6162.4
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The Board of Education recognizes that the skills of support staff members change with changing
technology. In order to ensure both optimum efficiency in district operations, and the continued
growth in expertise of the staff, the Superintendent of Schools shall ensure that appropriate
programs of in-service training shall be developed for support staff as necessary.

The Superintendent of Schools may recommend to the Board the granting of leave for attendance
of personnel at state, regional and national job-related meetings without pay deduction and with
expenses paid by the school system according to established allowances.

Mandated In-service Programs

The Superintendent of Schools shall arrange development of appropriate in-service presentations,
seminars and/or workshops on affirmative action/equity, special education, child abuse,
drug/alcohol abuse awareness, handling blood and body fluids, possible hazardous substances in
the workplace and other topics specifically required by federal and New Jersey law.

Whole School Reform

The Board shall encourage a high quality staff development program to assist staff in the
implementation of all aspects of Whole School Reform model being utilized in its individual
schools.
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Legal References

NIJSA

NJAC

18A:7A-11 Annual report of local school district; contents

18A:7A-11e improvement of basic skills

18A:17-46 Act of violence; report by school employee; notice of action taken; annual report
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

18A:30-7 Power of boards of education to pay salaries

18A:31-2 Attendance at conventions of New Jersey Education Association

18A:40A -3 Initial inservice training programs; curriculum

34:5A-10 Retention of workplace surveys

34:5A-13 Employee education and training program; certification of instructors

6A:7-1.6 Professional development

6A:14-1.2(b)13 District eligibility for assistance under IDEA Part B
6A:15-1.8 Inservice training

6A:9-15.1 et seq. Required Professional Development for Teachers
6A:10A-1.1 et seq. Improving Standards-Driven Instruction and Literacy and Increasing
Efficiency in Abbott School Districts

6A:16-1.1et seq. Programs to Support Student Development
6A:16-11.1et seq. Reporting Allegations of Child Abuse and Neglect
6A:30-1.1 et seq. Evaluation of the Performance of School Districts
6A:32-4.1 Employment of teaching staff

6A:32-4.4 Evaluation of tenured teaching staff members

6A:32-4.5 Evaluation of nontenured teaching staff members

No Child Left Behind Act of 2001, Pub. L. 107-110, 20 U.S.C.A. 6301 et seq.
The Comprehensive Equity Plan, New Jersey State Department of Education
Manual for the Evaluation of Local School Districts

New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References

4215, 4216, 4233, 4231/4231.1, 5131.6, 5141, 6142.2,6171.3,6171.4
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In the event of an emergency brought about by a job action, including a strike, by any employee
group, it shall be the policy of the Board of Education to make every effort to keep schools open
and to carry out its obligation under New Jersey state law. Title 18A, to educate the children of the
community.

Since there is no authorization in law for job actions, and since actions are constitutionally
prohibited, including strikes, by public employees, it shall be the policy of the Board, in the event
of any job action, including a strike or any other act that withholds employee services from the
Board, to take appropriate legal action to deal with such a matter.

In emergency situations under this policy, all usual policy adoption procedures shall be suspended
for the duration of the emergency, and the Board may adopt policies on first reading to enable the
Board to maintain operation of the schools and the safety and welfare of the community, pupils
and employees.

The Superintendent of Schools or his/her designee shall have the authority to take such immediate
emergency steps as he deems necessary to ensure safety and well being of pupils and employees
and to protect the property of the district.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder

Possible Cross References
6144
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No employee of the Board of Education may solicit or sell products for personal gain within the
school while under active contract.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;
employment thereunder
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School employees shall not engage in outside activities or perform any services other than those
assigned or allowed by the district during the contractual hours of the prescribed school day.

No outside work by a staff member shall prevent him/her from properly performing assigned
functions during duty hours or be prejudicial to his/her work effectiveness.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:12-24 et seq Prohibited acts
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;

employment thereunder

NJAC 6A:28-1.1 et seq School Ethics Commission

Possible Cross References
3514, 4219.21, 4238.2
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Communicable Diseases-Exclusion from School (Pupils and Employees)

It is sometimes necessary to exclude from school individuals who are ill or who have been
exposed to a communicable disease or whose presence is detrimental to the health or cleanliness
of others. The Board of Education therefore, implements this policy.

The school nurse shall instruct the teachers at the beginning of the school year, or when designated
by the Board of Education about the methods employed to detect the first signs of communicable
diseases and the recognized measures for the promotion of health and prevention of disease. In
addition, the school nurse will instruct those teachers from whose classrooms a pupil has been
excluded about the symptoms of the disease for which the pupil was excluded.

No teacher shall attempt to diagnose any illness of a pupil but shall refer suspected cases to the
nurse.

Any staff member who appears to be ill or who is suspected of having a communicable disease
shall be excluded from school or isolated at school to await instructions from the school physician,
and/or the school nurse.

Where there is evidence of departure from the normal health of any staff member, or if the staff
member has been exposed to a communicable disease, or if the presence of the staff member in the
school is detrimental to the health or cleanliness of the pupils or staff members in the school:
A. The Superintendent of Schools or administrative designee, upon the recommendation of
the school nurse or school physician, may exclude the staff member from the school.
B. In the absence of the school nurse or school physician, the Superintendent of Schools’
designee may exclude the staff member from the school. In that event, the person making
the exclusion must immediately notify the Superintendent of Schools.

A staff member retained at home or excluded from school shall not be readmitted to school until
written evidence is presented of being free of the reason for the exclusion. Such evidence may be
by a qualified physician, or school physician who has examined the staff member.

The rules of the local Board of Health or State Department of Health, New Jersey State Board of
Education, or in the absence of these, the rules of the school physician pertaining to communicable
disease shall apply in determining periods of incubation, communicability, quarantine, and
reporting.

No staff member who is a member of a household in which a person is suffering from or been
exposed to smallpox, diphtheria, scarlet fever, whooping cough, yellow fever, typhus fever,
cholera, or measles, shall attend any public school during such illness, or until the attending
physician, Board of Health, or school physician has certified that all danger of communicating the
disease by the staff member has passed.
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The school physician, and/or the school nurse, shall report all cases of communicable diseases to
the local, county, or state Board of Health. The Superintendent of Schools will also inform the
County Superintendent of Schools.

Legal References
NJSA 18A:16-2 Physical examinations; requirement
18A:16-4 Sick leave; dismissal
18A:16-4 Records of examinations
18A:40-6 et seq Health measures in general
26:4-6 Prohibiting attendance
26:4-15 Reporting of communicable diseases

NJAC 6A:16-2.2 Required health services
6A;16-2.3 Health services personnel
8:57 Reportable communicable diseases
8:61-1.1 Attendance at school by pupils or adults infected by. Human Immuno-deficiency

Virus (HIV)

Possible Cross References
1410,4112.4,4131/4131.1, 4212.4, 5113, 5131.6, 5141, 5141.1, 5141.4
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It is the intention of the Board of Education to comply with NJ State Labor Laws in the
compensation of overtime for nonexempt personnel when such is previously approved and
properly worked.

No overtime shall be worked without the prior approval of the Superintendent of
Schools/designee. Overtime will be paid at the rate of 1'% times regular hourly pay when
approved by the Superintendent of Schools/designee for time worked in excess of 40 hours per
week, or as noted in specific contract. For the purpose of computing overtime, credit toward the
attainment of 40 hours shall be given only for hours worked or compensated time off.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
34:10-1 et seq State Wage & Hour Law
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Workers Compensation Physicians

The Board of Education seeks to provide the highest quality benefits while maintaining a sound
fiscal policy. The intention of the workers’ compensation law is to provide the best possible
medical care and rehabilitation services available to injured employees while in course of
employment. In order to accomplish this, the first step is to get an accurate diagnosis and begin
the proper treatment immediately; therefore, unless an emergency situation exists, each injured
employee must be treated by the Board appointed physician.

A. In the case of an emergency situation, medical attention should be sought from the nearest

or most practical facility available.

B. In non-emergency situations, the school doctor or nurse must evaluate the injury first.
He/she will refer the patient to other approved panel physician specialists if necessary.
Lost work time may be authorized only by the district’s doctor or the referred specialist.
Failure to go to the school doctor, nurse or assigned insurance carrier doctor will result in
the insurance company’s denial of payment of all disability and medical benefits an
employee may be entitled to.

E. Re-examination of the employee by the school doctor or the workmen’s compensation
doctor prior to returning to schoolwork is required.

SRS

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:27-4 Power of boards of education to make rules governing employment
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Through its overall safety program and various policies pertaining to school personnel the Board
shall seek to ensure the safety of employees during working hours.

The Board shall be vigorous in maintaining safe working conditions for employees. It shall expect
employees to follow all established safety rules and regulations, such as those pertaining to the use
of safety equipment, the wearing of safety clothing and protective eye devices where appropriate,
and the lifting and shifting of heavy weights.

Accidents must be reported immediately to the nurse or the supervisor if the nurse is not available.
An accident investigation report must be submitted in-detail to the Superintendent of Schools’

office by the following working day.

Legal References
NJSA 2C:7-1 et seq. Registration of sex offenders; definition; requirements

18A:16-2 Physical examinations; requirement
18A:40-12.1 Protective eye devices required for teachers, pupils and visitors in certain cases
18A:40-12.2 Rules prescribing kinds, types and quality of devices
34:5A-1 et seq. Worker and Community Right to Know Act
34:6A-25 et seq. New Jersey Public Employees' Occupational Safety and Health Act
34:19-1 et seq. Conscientious Employee Protection Act

NJAC 6A:26-12.5 Eye protection in schools
6A:32-12.1(a) Reporting requirements
12:100-4.2 Safety and Health Standards for Public Employees (Adoption by reference)

29 CFR 1910.1030 - Bloodborne Pathogen Standard
Manual for the Evaluation of Local School Districts
New Jersey Quality Single Accountability Continuum (NJQSAC)

Possible Cross References
3510, 3516,4211.1,4212.4, 5142
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The Board of Education recognizes that exposure to Human Immunodeficiency Virus (HIV),
Hepatitis B Virus (HBV) and other bloodborne diseases warrant serious concern for employees, at
risk, for exposure to human blood and other body fluids that contain bloodborne pathogens.

The Board is committed to providing a safe and healthful school environment for our entire staff
and student body. In pursuit of this goal, the Board directs the Superintendent of Schools to
develop an Exposure Control Plan (ECP) to eliminate or minimize occupational exposure to
bloodborne pathogens in accordance with OSHA Bloodborne Pathogens Standard, Title 29 Code
of Federal Regulations 1910.1030 and N.J.A.C. 12:100-4.2.

The Exposure Control Plan ensuring compliance with the standard shall include:

A. Employee exposure determination

B. The procedure for evaluation circumstances surrounding an exposure incident

C. The schedule and method for implementing the specifications of the standard, including:
1) Methods of Compliance
2) Hepatitis B Vaccination and post-exposure follow-up
3) Training and communication of hazards to employees
4) Record keeping

The Superintendent of Schools is responsible for the implementation of the ECP. The
Superintendent of Schools will maintain and update the written ECP at least annually and
whenever necessary to include new or modified tasks and procedures.

Those employees who are reasonably anticipated to have contact with or exposure to blood or
other potentially infected materials are required to comply with the procedures and work practices
outlined in this ECP.

The Superintendent of Schools will have the responsibility for written housekeeping protocols and
will ensure that effective disinfectants are purchased.

The Superintendent of Schools will be responsible for ensuring that all medical actions required
are performed and that appropriate medical records are maintained.

The Superintendent of Schools will be responsible for training, documentation of training and
making the written ECP available to employees, OSHA and NIOSH representatives.

The Superintendent of Schools will maintain and provide all necessary personal protective
equipment (PPE), engineering controls (i.e., sharp containers, etc.) labels, and red bags as required
by the standard.
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The Superintendent of Schools will ensure that adequate supplies of the aforementioned
equipment are available.

During implementation of the Exposure Control Plan the Board will handle all information
regarding HIV infected individuals in compliance with the States HIV/AIDS Confidentiality Law,
N.J.A.C. 26:5¢-5

Legal References
NJSA 18A:16-2 Physical examinations; requirement
18A:16-4 Sick leave; dismissal
18A:16-4 Records of examinations
18A:40-6 et seq Health measures in general
26:4-6 Prohibiting attendance
26:4-15 Reporting of communicable diseases

NJAC 6A:16-2.2 Required health services
6A;16-2.3 Health services personnel
8:57 Reportable communicable diseases
8:61-1.1 Attendance at school by pupils or adults infected by. Human Immuno-deficiency

Virus (HIV)
29 CFR Part 1910.1030 “Bloodborne Pathogens Standards

Possible Cross References
3510, 3516
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The Board of Education directs the Superintendent of Schools to develop rules and procedures to
protect its employees in the performance of their duties. Such procedures shall include, but not be
limited to:
A. Official channels for parent/guardian or student grievances or complaints;
B. Disciplinary regulations that reduce the possibility of student violence;
C. Reporting techniques that bring potentially problem situations to the immediate attention
of the Superintendent of Schools.

Legal References
NJSA 18A:16-1.1. May appoint temporary officers and employees
18A:11-1 General mandatory powers and duties
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The Board of Education recognizes that certain absences are justifiable and will provide for
employee absences authorized by law and consistent with contractual agreement.

Legal References
NJSA 18A:11-1 General mandatory powers and duties
18A:30-1 through -6 Sick leave
18A:27-4 Power of boards of education to make rules governing employment of teacher, etc.;

employment thereunder
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The Board of Education recognizes that military service rendered by any district employee in the
defense of the country or in maintaining preparedness for conflict, foreign or domestic is a service
benefiting all citizens. Any permanent or full-time officer and/or employee of the district will be
provided military leave and related benefits pursuant to the Uniformed Service Employment and
Reemployment Rights Act (USERRA), 38 USC Section 4301 et seq., PL 2001 Chapter 351
amending NJSA 38:23-1, NJSA 38A:1-1 and NJSA 38A:4-4, and any other applicable Federal and
State laws.

A permanent or full-time temporary officer or employee of the school district who is a member of
the organized militia of New Jersey (New Jersey National Guard, New Jersey Naval Militia Joint
Command) shall be entitled, in addition to pay received, if any, to leave of absence without loss of
pay or time on all days in which he/she is engaged in any period of State or Federal active duty.
The leave of absence for Federal active duty or active duty for training shall not exceed ninety
work days in the aggregate in any calendar year. A permanent or full-time temporary officer or
employee who has served less than one year in the district shall receive this leave without pay, but
without loss of time. This paid leave shall be in addition to the regular vacation or other accrued
leave provided to the officer or employee. Any leave of absence for such duty in excess of ninety
workdays shall be without pay, but without loss of time.

A permanent or full-time temporary officer or employee of the school d